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•* A " or " An," proper use of, 83, 139. 

Accepting and Refusing Invitations, grammatical 

forms, 193. 
Account Books and Clean Hands, 28. 
Accuracy in Business Life, 21. 
Addressing Parcels for Post, 190. 
Adjectives in Jouiiuiiisni, 143-4. 

Quattfying Verbs, i65. 
Advice to Young Reporters, 3. 
Aim, TTie. of Teaching Shorthand. 62. 
Amen Comer, No. i, 6. 

Ambidexterity, Writers' Cramp and, Letters, 280, 3:6. 
American Inventors and Typewriting Machines, 

iTOii. 

Typists, fingers used by, 27, 109. 
"And which," as a grammatical pit-fall, 192. 
Answers to Correspondents, 27, 55. 83. 109, 173, 252, 

3do. 
Answers to Inquiries, 26, 54, 82. no, 139. 
Appl3ring for a Situation, aa. 
Appreciations of the Shorthand World, 146, 187. 
Articles. "A" and "An," proper use of, 83, iMter 

on, 139. 
Authors' Typewriters and their Vagaries, 188. 

Bacon, Rev. J. H., brief biography of, 35. 

Bain & Wo^ht's writing machine. 170. 

Bank of EUnftland Notes, precautions advisable when 
posting. 167. 

Battison, W. L., brief biography, 6. 

Bills of Exchange by post, 167. 

Blickensderfer Typewriter. 138. 

Bookcases on the Unit System, no 

Books reviewed and noticed :— 
Harris's "Young Journalist," 307. 
Morton's " Modem Tyixwriting," 164- 

Brooks, J. W. , brief biography of, 163. 

Bosioess Letters, see Daily Business Life, and Prac- 
tical Business Letters. 
Pointers, 247. 
Stenographers in, 32. 

Caligraph typewriter, the earliest, 201, 309. 
Capital letters in Signatures, 8a. 



Carbon copies, 26. 

paper, care of, 63. 
Card-indexing, 304. 
Certificates of Posting, 190. 
Chacacteras a qualification for Business Life, 8. 
Checking Addresses of Business Letters. 50. 
Cheques, safe-guards for, 167. 
Choice of alternative words, 192. 
Circulars, home postal regulations for, 105. 
Cobb, Dr., his advice on Education for Women 

Typists cited, 224. 
Coins, sending of, by Post, 167. 
Colon and semi-colon, use of, 246. 
Colonies included by the Imperial Penny Post, 105. 
Commas, proper use of, 219, 303. 
Commercial Education, Shorthand in. 28. 

Papers and Envelopes, Sizes, etc.. of, 36. 
Conference, A (Incorporated Phonographic Society), 

Comments and Criticism of, 253. 
Continental and Foreign Carriers, 191. 
Contraction, b^c. and^/r., 1 10-11. 
Cope. £. A., brief biography of, 172. 
C'opying letters, penwritien, 36, typewritten, 49. 
Coronation Reflections, 141. 
Correspondence, zxx, 139, 193, 221, 280, 306. 

received by business houses, registration of, 275, 

304. 
Correcting on the Typewriter, 63. 
Crossing Money or Postal Orders, 136. 
Cures for Writers' Cramp, see Writers' Cramp. 
Customs Declarations for foreign -going Parcels by 

post, 190. 
Cylinders for Typewriters, 54. 



Daily Business Life, The Routine of a Merchant's 
^ Office:— 

I. Qualifications for a Successful Business 
Career. 8. 

II. Applying for a Situation, 22. 

III. Out-going Letters, 36. 64. 

IV. Postal arrangements, 78, 105, 134. 
V. Remittances, 135, 166. 

VI. Forwarding Goods, Inland and Foreign, 
189. 
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Daily Business Life ; — 

VII. Heavy Goods Traffic per Rail, 222. 

VIII. Goods per Canal, 25a 
I.\. Shipping Goods Abroad, 250, 274. 
X. Inward Correspondence, registration of. 275, 
Card, Indexing of, 304. 
XI. Invoices: Horns Trade, 304. 
Dative Case, The, use of, 193. 
D.uighters, Parents and their (Dr. Cobb's advice on 

typewriting), 224. 
De Hear, B., Brief biography of. 88. 
Delivery notes, .189. 
Densmore, J. . and Sholes-Glidden Typewriter. 200. 

Typewriter. The, 256. 
Diary of the Month :— 

Bacon, Rev. J. H.. 35. Paion, A. W.. 163. 

Battison. W. S., 6. Pitman, Jacob. 35. 

Brooks, J. W., 163. Joseph, 60. 

Cope, E. A., 172. Miss Rosella. 34. 

De Bear, B., 88. Sir Isaac. 6. 

Gibson, Dr. J. Westby, 7. Poole, J. W. , 172. 

G:ssing, F. T.. 88. Reed, T. A., 61. 

Gowers, Sir W., 34. Rol^ertson, J. F., 216. 

Harwood, F. G., 216. Ruskin, J., 35. 

Lee, A., 164, Singleton, J,, 7. 

Muller, Rt. Hon. Prof. Siorr, W., 60. 
Max, 213. Walker, J., 34. 

Munford, J., 7. Walsh, Most Rev. 

Nixon, A., 35. Dr., 7. 

Paterson, A., 7. Whitely, S., 34. 

Different, the proper participle to use with, 218. 
Digraphs, how to unite, 82. 
Diphthongs, how to render in typewriting, 53. 
Division of Words, rules for, 246. 
" Dog-Latin " defined, iii. 
Drafts by post, 167. 
Duplicating Letters, 77. 
Dust, protecting typewriters from, 63. 

Earl, J. W., of Remington Typewriter Co., presen- 
tation to, from British Staff, 33. 

Early Posting, advantages of, 106. 

Education essential to good typewritinsr, 29, 224. 

" Enclosed," note on, 218. 

Enclosures in Business Letters, 49. 

Et cetera, contractions for, x 10-11. 

Examinations in Shorthand, 85 

by the Society of Arts, 1902. 27. 
in Typewriting, how to prepare for, 29. 
by the Society of Arts, 49, 59. 89. 

Express Delivery Service, 134. 

Faint Typewriter Ribbons, to cure, 55. 
Fairbank's Calico-printing Machine, 170 
Folding Letters, 36. 

Foreign Languages, value of in Business Life, 21. 
to a Stenographer, 33. 

Notes, 167. 

Postage, Rates for, 105. 

Words, use of Italics for, no. 

and Colonial Parcels for Post, 190. 
Forwarding Goods, 189. 



Fox Typewriter. The. 249. 

Fractigns, how to write, on a typewriter, 5^. 

French Newspaper Methods, 187. 

Writing-machine, A, 170. 
Fresh -Air Exlucation, 213. 

Gelatine Process for duplicating letters, 77. 

Gentleman, The True, 28. 

Gibson, Dr. J. Westby, brief biography of, 7. 

Gissing, F. T., brief biography of, 88. 

*' Going to," use of the phrase. 165. 

Government Offices employing women typists, 139. 

Gowers, Sir W., brief biography of, 34. 

Gracious Letter, A. 146, see also 187. 

Grammar and Style, 165. 19a. 218. 246. 272. 303. 

Halfpenny Post, and what may be sent by it, 78. 

Hammond Typewriter, The, aoi. , 

Hands, Kice (for Typists), 87 . 

Hard Work essential to success in Business Life. 21. 

n?avy Goods Traffic per Rail, Rates and Rouis^ for,. 

222. 
House's Writing Machine, 170. 
How to prepare for the Society of .\rts Typewritings 
Examination, 29. 
Treat Wet Shoes, 245. 
Hyphens, proper use of, 83. 

I.O.U., when it needs a stamp, 63. 

lisal Newspaper, The, Bjgbie citei o'\, 17 j. 

O'Shea and Stead cited on, 180. 
Imperial Penny Postage, 105. 

IncorF>oraled Phonogriphic SDciety, .\ Conference 
Comments and Criticism. 253. 

A Typists' Section of, 225. 
Index [see Card- Indexing), \ Good, 258. 
Indexing the Letter-book, 64. 
Infinitive. Split. 166. 
Inland Postal Rates, 78. 
Insuring foreign postal parcels, 190. 

letters. 134. 
International Typewriter, The, 257, 
In\'entor, The, of Phonography, Sir I. Pitman, 6. 
Inward Business Correspondence, registration of, 275- 
Italics, The Use of. no. 
Ifs Me, question of correctness of saying, 303. 

Journalism, see Advice to Young Reporters, anii 
Literature in a Hurry. 

Keyboard, A New Typewriter, 19). 

Law, the, Shorthand and, 197. 

Lee, A., brief biography of, 164. 

Letter-books, indexing of. 64. 

Letters, see Daily Business Life, and Practicall 

Business Letters. 
Letter-writing, proper way of concluding in, 82. 
LiHie, correct use of, 26. 
Literary .Agency, Typewriting OTice Turned, a New 

Employment for Women, 142. 



Digitized by 



Google 



AND IMPERIAL TYPIST. 



Literaturj in a Hurry (Journalism), A. Vizetelly, 113, 

144. 174, 228. 
I-ondon Postal Districts, 50. 
Lost " Pratt" Typewriter, The, 243, 

Mails, Continental, hours of, in London. 106-7. 

Memory. Shorthand and, 57. 

Merchant's Office, the Routine of, sie Daily Business 

Life. 
Method ill Business Life, 8. 
Mill's \yriting Machin •.•, 170. 
Mimeographing Letters, 77. 

Misses OT Miss in addressing Ladies in Business, 2t8. 
Money Orders (Post Offici Orders), regulations, etc. , 

136, 166. 
Telegraphic, 166. 
Mucilage which will not go musty, 55. 
Munford, J., brief biography of, 7. 
My Daily Life, 220. 244. 

National Typewriter, a double-shift machine, 257. 
Ne.v Employment for Women, see Literary Agency. 

Typewriter Keyboard, A, 109. 
New^ipaper(s), The Ideal, Begbie, O'Shea, and Stead, 
cited on, 174, 187. 

Home Postal regulations for, 105. 

Methods in France. 187. 

Office Life of a Woman Clerk, 220. 
Nice Hands (for Typists). 87. 
Nixon, A., brief biographv of, 35. 
Notes, importance of Revising. 5. 

Obliged, correct use of, 218. 
Order of. Words in a Sentence, 273. 
Out-going letters, 36. 

Pakcels. Delivery Co.'s, 190- 1. 

Parc'ls Post, 189, inUnd rates for, 190. 

Parents and their Daughters (Dr. Cobb's advice 0:1 

Typewriting), 224. 
Participle, The, present use and abuse of, 246. 
Patterson, A, brief biography of, 7. 
Paion, A. W., brief biography of, 163, 
Phonograph. The, versus tiie Pnonographer. 28 j. 
Phon(x;raphic Sf.ction : — 

At a Coronation in the Olden Time, i So. 

B^n Hur, 121. 

Blown from the Guns, 100. 

Brief but Weighty, 180. 

Britisli Daring, 46. 

Campaign Story, A, 152. 

Christmas in a Palace, 292. 

f ity and the Country Mouse, The, 318. 

Clue, The, of the Grammalogue, 130. 

Dialect Story, A, i la Chevalier, 20. 

Doings, The, of Philip Macraig. Piionographer, 
129. 147. 203. 231, 313. 

D.-amatic Story of \'engeance in Paris. 323. 

Duel, A, 2r.^. 

E'cpress Locomotives, 42. 

Frivolities, 103. 

Gretna Green Tragedy, A. 97. 

He I Coup de TheAtre, 44. 



Phonographic Section : — 

Her First Cheque Book, 15. 

H 3W to Get Spjed in Shorthand, 265, 287, 320. 

Language, 240. 

Lu-vury, The, of a New Book, 102. 

Marvels of Electricity, 237. 

Midnight Adventure, A, 261, 296. 

More Wireless WondiTS, 40. 

Notes, Frivolities, Short Verses, etc., 43, 71. 74,. 
103. ^59' 161, 162, 186, 267, 3ot. 

On a Broken .Appointment, 48. 

Paying Teller, The, 185. 

Perpetual Motion, 241. 

Pneumatic TooU. 212. ' 
PovJiry and Verae : — 

.A Baby Ballad, 295. 

The Better Land, 272. 

The Brook, 41. 

The Builders, 322. 
The Burial of Sir John More, 291. 

Charge of the Light Brigade, 75. 

Elegy in a Country Churchyard, 235. 

Morning, 211. 

The Old Land and the Young Land, 10. 

The Par.idise of God (Hymn), 47. 

The Village Blacksmith. 19. 

Two Views, 99. 

Young 'Uns, 181. 

Regimental Story, A, 173. 

Remarkable Pig, A, 72. 

Short, Story, A, 9. 

Solitaire Ring, The. 65. 

Som"; Ocean Flyers. 93. 

Slate Crown, The, 158. 

Tuppenny Tube, The, 268. 

Ulysses, 73. 

Was b.e a Coward ? 37. 

"Who Art Thou?" 76. 

Wireless Telegraphy, 11. 

Woman of the Future, A, 178. 
Phonography, Sir Isaac Pitman, the Inventor of, 16. 

and Typewriting, see Twin Arts. 
Pitman, Jacob, brief biography of, 35, 

Joseph, brief biography of, 60. 
• Miss Rosella, brief biography of, 34. 

Sir Isaac, Inventor of Phonography, brie' bio- 
graphy of, 6. 
Pocket Typewriter, The, 217. 
Poole, J. W., biography of, 172. 
Past Cards, regulations for, 105. 

Office Orders, see Money Orders. 
Postage, see Rates of Postage. 
Postal Arrangements for Office Purposes, 78, 105. 

Orders. Regulations for, 135. 
Posting letters early, advantages of, 106. 
Practical Business Letters : — 
Section I. General Announcements, Market Re- 
ports, ft4. 51. 
II. Requests for Quotations. Samples, 
etc., 79. 107. 
III. Replies to Enquiries, Ord'^r.N Solicited, 
Services Offered, etc., 109. 137^ 
168, 194. 223, 25T, 277. 305. 
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Pratt Typewriter, The, 170-1, The " Lost " do., 245. 
Preparing letters for Post, 36. 
Prepositions, place of. 165 ; use of, 3x8. 
Prize Com[)etitions. 27. 55, 83, iii>i2. 140. 

Winners, 84, 140. 146. 173, 224. 
Progrin's Writing Machine. 170. 
Promissory Notes {see also I.O.U.), 167. 
Punctuality, importance of, in Business Life, 21. 
Punctuation, Hints on, 219, 346. 

Marks, use of, in typing, 63. 

"Qualifications needed for a Successful Business 
Career, see Daily Business Life, Chap. L 

Rail, Heavy Goods Traffic per. Rates and Routes 

for, 322. 

Raifway Companies as Carriers, 191. 

Rates of Foreign and Colonial Postage, 105. 

for Heavy Goods Traffic per Rail, etc., 223. 

of Inland Parcel Post, 190. 

Postage, 78. 
Reed, T, A., brief biography of, 61. 
Registration of Letters, 134 ; of Parcels, 19a 
Re-inking Typewritei Ribbons, 82. cf. 55. 
Remington (first) Typewriter, 200 ; development, of, 

389 ; English <&.. 349. 

No. 3, 30I. 

Sholes, now Fay-Sho Typewriter, 356. 
Remittances, 135, z66. 
Reporters, Young, Advice to, 3. 
Revise your Notes ! 5. 
Routine of a Merchant's Office, see Daily Business 

Lite. 
Routes for Heavy Goods Traffic by. Rail, a33. 
Rules for the use of "A " and •' An," 139. 
Ruskin, John, brief biography of. 35. 

Sala, G. a., Journalistic career and methods of. 

'45- 
Sentences, formation of, 373. 
Shipping (loods Abroad. 374. 
Shoes, Wet, How to Treat, 345. 
Sholes and Glidden's Typewriter, soa 
Short Engligh words preferable to long-derived 

words, 193. 

Notes, 345. 
Shorthand, The Aim of Teachiii|[, 63: 

in Commercial Education, 381. 

Evolution of, during the 19th century, 141. 

Examinations, 85. 
by the Society of Arts, 1902, 37. 

and the Law. 197. 

and Memory, 57. 

Note, A, from the front, 1x7. 

Speed in. How to gain, 54. 

Syllabic Division in, 346. 

What it is, and what it is good for, i. 
Shorthand World Typewriting Tests, 385, 311 ; 

results, 308, 338. 
Singleton, J., brief biography of, 17. 
Smith Premier Typewriter, 309. 
Sobriety, importance of, in Business Life, 31. 



Society of Arts Examination in Shorthand for 1903, 27. 

in Typewriting, 59. 

Grade 3, 89 ; A and B vi., 1x9 ; results, 324. 

How to prepare for, 39. 
Soules' Typewriter, 300. 
Spacmg, hints to Typists on, 63. 
Speed Mems. for Typists, 189. 

in Shorthand, to acqui'-c, 54. 
Split Infinitive. The, 166. 
Stamp-book, the. How to keep, 64. 
Stamping Business Letters, 50. 
Stamps sent as Remittances, X35. 
Stencil copies for duplicating letters. ^^, 
Stenographers in business, 33. 
Stenography as a stepping-stone to Journalism, xi6. 
Stone, Corpl. H. J., a soldier, typist, and steno- 
grapher, XX7. 
Stops, see Punctuation. 
Storr, W. , brief biography, 60. 
Style, see Grammar and Style. 
Syllabic Division in Shorthand. 346. 
Synonyms. 193 ; use and abuse of, 347. 
Synoptical view of Writing Machines. 3x2. 

Tact in Business Life, 31. 
Tale, A, of Two Typists. 115.. 
Teaching Shorthand, i'he Aim of. 63. 
Telegraph Model Typewriter, 63. 

Money Orders, 136. 

Typewriter, 317. 
Theory of Typewriter Construction, 20X. 
Thurber's Typewriter, 170. 
Times of Posting Letters : Inland. Colonial, and 

Continental, XC6-7. 
Twin Arts, The : A Typists' Section of the I.P.S.. 225. 
" Two first" or '* first two," an open question, 273. 
Typists, A Tale of, X15. 
Typists' Hands, how to keep nice, 87. 

Section of I.P.S,, The Twin Arts, 335. 
Typists, Hints to, on Spacing, 63. 

Speed Mems. for, 109. 

preparation and prospects for Women. 224. 

A Tale of Two, 1x5. 

and Typewriter Girls. 337. 
Typewriter. The. its Story and its Purpose, X69, 200, 
348. 356, 309. 

for Love Letters, 337. 

Keyboard, A New, X99. 

Ribbons, Faint, how to cure, £$. 
Re-inking. 83. 

Signs which can be used for Fractions. 54. 

of Authors and their Vagaries, 188. 
Typewriting Examinations, su Shorthand World, 
and Society of Arts. 

How to render diphthongs in, 55. 
fractions in. when nriniis special keys, 54. 

notes, 63. 

office turned Literary Agency, A New Employ- 
ment for Women, 143. 

relative advantages of hard and soft cylinders in, 54. 

Tests, 359. 385, 308, 311. 338. 

use of punctuation marks in, 63. 
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Typewriting, value of, to Stenographers. 33. 
Typewritten duplicates of letters, to obtain. 77. 
records. Letter, 307. 

Unit System, Book Cases on the, zia 

VizKTELLY, A., Literature in a Hurry (Journalism), 
X13. 144. 174. 

Walker, J., brief biography of, 34. 

^Valsh, Most Rev. Dr. . Roman Catholic Archbishop 

of Dublin, brief biography of, 7. 
Weighing letters for post, reason for, 50. 
Westby-Gibson. Dr. J., lee Gibson, Dr. J. Wesiby. 
Wet Shoes, How to treat. 245. 
^Vhat Shorthand is. and what it is good for, z. 



Whiteley, S., brief biography of, 34. 

Who, Which, and That, usage of, 166. 

Women, a New Employment for, see Literarj- Agency. 

Typists in Government Employ. 139. 
need of good education for, and prospects of, 22^. 
Wonderful Century, The (the iQih), 141. 
Words, hints for dividing, 246. 
Writers' Cramp, iMters on, J. Amsden, 193. 

and Ambidexterity, W. Wormald, 280. 

and the Brachlonograph, R. Ogli\ne, ib. 
Writing Machines, see The Typewriter. 



Yost, Mr., and Mr. Sholes-Glidden's Typewriter, 
joo. 
Typewriter, 35 ; the new No. 10, 278, 284, 310. 
Young Reporters, Advice to, 3. 
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SOMETHING NEW. 
Cbe Young engineer" 

SCALE 
NOTEBOOKS. 

No. 1. Pocket sixe, 80 leaves, lemo, ruled one 
side, 6d. 

Na a.— For Bench use; 80 leaves, large oblong 
8vo, roled one side, stiff covers, is. 6d. 

Ho. 8.— Uniform with No. 2, bat mled both sides 
and bonnd in stiff linen covers with 
elastic band, 3s. 

Made of superior quality paper, suitable 
lor pen or pencil, and ruled in sections 
to scale, specially bound so that any leaf 
may be withdrawn without interfering 
with the security of the remaining pages. 

Every Amateur of Carpentry or Mechanics should always 
carry a copy of The Young Enginker Scale Notebook in 
his pocket in order that any plan outlines, rough sketches, 
etc., may at once be jotted down at the moment an idea 
occurs to him. They will also be of great use in the work- 
shop in the preparation of working drawings to scale, or in 
skecchtog details in the construction of any work in hand. 

OVZXABBT PZTXAV, 
Gooil Oonrt, Charing Cross Bd., London, W.C. 



Pemington 



'%)ewi 



Has beetle the standard^ 
for twenty-eight years* 

It embodies all that is 
best and most modem in 
Typewriter construction* 

WTGKOFF, SEAMANS & BENEDICT, 

100, Gracechnrch Street, London, E.C. 
West End Brancli : 263, Oxford Street. 



GUILBERT PITMAN, Cecil Cour^ Charing Cross Road, Londqn, W.C. 
6/- Per Annum, POST FREE "TtCClfEP ^Stirriti* Digitized by C^„t ate. «a//. 

TO ANY PART OF THE WORLD. «t» MU TEICMDOL Vn *" "'*'* ""'""*■ 

BMINEM MUDNISTRATIW 



|,.tL ,«. .....vr jiSSHlI^HE SHORTHAND WORLD l^ ***" '"'"'•" T.««.rni5j 
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l6l)NTA llN PEN^^ 



. INVALUABLE TO STENOGRAPHERS. 
More people use them than use any 
other kind of Fountain Pen. Made 
in styles and pen-points to suit every 
requirement and taste. Write easily 
and down to the last drop of ink. 



12 (ipLD€N 
> 1aN€- 
[ONDON 



pRlC€S/ro^ 




Business Men, Scientists^ 

Collectors^ and others. 



PLBA8B 
HOTB:- 



i Royal Col I c^« of Scknct , 

I Afritsofh, /goo. 

j " I :Lm gradually filing 

.1]] my notes ntici new.- 
pptr culling t-r the East 
I ten yeapi in your I- iks, 
In mi 1 lird 1 am W«H ra- 
p&ld for th.li work by 
tho convQiiLencD of 
rerflrence." (SitiTieii) 
C. Lh NF;\ t: KOSTl-R 




The Stolzenberg Filing System is quite unlike aanr 
other. It is the Simplest, Cheapest, Handiest, and nost 
Perfect System Invented. It was suggested by the actoai 
needs of the originator six years ago, and the invention » 
so unique that already over 23,000,000 are in u&e. The 
File is suitable for the private or professional person wmi 
few correspondents, and is positively indispensable to large 
concerns. It is used by thousands of firms on the Continent, 
including Krupp's, Lever Bros., Ltd., Siemens & Col, 
German Government Insurance Co., Bankers^ Accountants, 
Insurance Offices, etc., and many large English Firms haw 
adopted it. 

Correspondence classified by Colours. Files supplied in 
six Colours. Files 8d. to 5d. each. 

Samples as follow i I- 1 octavo, 1/-; 3 octavo and 3 
quarto, 1/tf ; 3 quarto and 3 foolscap, 2/-. Music Fiii; 
with •• Stolzenberg March Militaire, ' 1/- complete ; wiO 
bind 50 pieces of music at a cost of 'iA. Music classified by 
colours. Explanatory catalogue for the asking if yoa 
mention Shorthand World. 

The "Stanley" File will bind a light periodical for one 
year at a cost of 4^. 

Cabinets on the Buildln^-up Plan from 19/- np wanto. 

The "STOLZENBERG" FILE CO., 

HIDDLBBEX HOUSB, HlddleMZ St, LOHDOH. BX. 



To all Intelligent British Citizens ! 



MERCHANTS 



STATESMEN 



STUDENTS 



BUSINESS MEN 



ALL WANT A 

GOOD ATLAS 

and THEY SHOULD AT ONCE SEE 



NEWSPAPER 
READERS 



POLITICIANS 



THE XXth CENTURY 

CITIZEN'S ATLAS. 

In 26 Parts at 6d. 
Parts 1 to 9 Now Ready. 



TRAVELLERS 



The NE W CITIZ EN'8 ATLAS .— Success no wada ys means b ein g up-tO'date, being abreast of the times ; 
IJ means knowledge of the world and the wit to apply it Without a good atlas you cannot be abreast 
of the t[m^, aiid you caiinot^know^thc world of to-da y. The XXth Centur y Citizen's Atlas Is th e latest 
marvel of condensed, concentrated •"t<>'*[P*tion, almost^ sugges tive of " Bovril I"— But only more 
wonderful, for Messrs. Newnes off er "the whole world con densed," and divided into 26 parts at 6d^ 
a parti The*first part was wonderf ul value, and the s ucceedin g n umbers are n^o less |ntej;esting. They 
contain the latest large scale map of British Central and East Afric a, the country of^the great African 
Lakes and Mr. Rhodes's Cape to C airo railway, the route of which is duly marked. There a re special 
maps of the Provinces of Ont ario a nd Quebec, show ing all the places recently visited by th e Duke and 
Duchess of Cornwal l. We also have a larg e new map of Northern and Central |ta]y,jnost useful for 
those who propose to^ spend a holiday in Florence, Naples , or some of those fascinating cities of 
sunshine and romance. There is also a valuable index where anybody may fmd any place. 
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Since its foundation in 1887, 

KENSINGTON COLLEGE 

OF COMMERCIAL EDUCATION 

HAS SUSTAINED ITS UNIQI-E AND UNBROKEN RECORD OF HAVING PROVIDED A 

SATISFACTORY APPOINTMENT for EVERY STUDENT. 

DlrectorB:- JAMES MUNFORD, First FeUow N.P.S., Pioneer of Modern BchoolB for Commercial 
Edncatlon, late Vice-President of the Society of Dlplomated Teachers of Phonography 

Holder of the N.P.S. Diploma, and other CarUflcates. 

QUILBERT PITMAN. First FeUow N.P.S., Nephew of the late Sir Isaac Pitman, and late 

Manager to Sir Isaac Pitman ft Sons, Ltd. 

Sir Isaac Pitman.— This was ihe favourite school of 
the late Sir Isaac Piinuin. 

Model Office.— Ihe Model Office attached tb the 
College is fitted with all the requisites of a Merchant's 
Business Office, namely: Clerks' desks, typewriters, 
copying press, mimeograph, letter-filina; devices, card 
indexing, letter books, postal and account books, etc. 

Situation.— The College is situated in the healthiest 
and most fashionable quarter of London, and is of easy 
access from all parts, being close to the Queen's Road 
Railway Station (Inner Circle), to the Queen's Road 
Railway Station (Electric), and to the Royal Oak Railway 
Station (Metropolitan), and to Westboume Grove. 

Special attention is devoted to backward and difficult boys. 

Residential College.— Lady Superintendents, Mrs. 
Munford and the Mbses Munford. 



-Mr 



Munford and the 



Lady Supbrintendf:nts. 
Misses Munford. 

The Staff.— The Staff consists of the most experienced 
and able teachers in the metropolis. 

Subjects. — Shorthand, Typewriting, Book-keeping, 
Business Training, Secretarial and Commercial C-jrres- 
pondence. Modern Languages on the Gouin System, 
English to Foreigners, Preparation for Electrical and 
Engineering Colleges, Prelim. Law, Prelim. Medical, etc. 

SPECIAL FEATURES. 

This old-established College provides, for the sons and 
daughters of gentlemen cartful as to surroundings and 
associations, a thorough and practical training for 
Commercial and Secretarial Appointments 

Ladies. — There is an entirely separate Division for ladies. 

I^or Prospectus and particulars of the SECRETARIAL TRAIVIIIG COURSE, and the SPECIAL OITT COURSE* 

comprising a thorough training under the direct jpersonal supervision of Mr. Munford, of long and varied 
City and Secretarial experience, apply to— 

The SECRETARY, Kensington College, 143-14E, Queen's Road, Bayswater, W. (next Whiteley's) ; 
Miss MUNFORD, Regent House. 233a. Regent Street. W. ; or to 
Mr. QUILBERT PITMAN, Cecil Court, Charing Cross Road, W.C. 



The 

^'THIN RED LINE'' 

SHORTHAND NOTEBOOK* 

200 pages Gd* 

The "Thin Red Line" Notebook will, we think, 
be found worthy of special attention. The size is 
Sins, by sins., elastic bound (opening flat), the paper 
being a substantial cream-laid, bearing a pleasant 
surface to write upon, and is strongly bound in a 
highly ornamental wrapper. Ruled in red lines, 
especially suitable for note-taking in electric or gas 
light. Is acknowledged by all as "the best in the 
market. " 



QUILBERT PITMAN'S 

SHORTHAND PENS. 

No. I, Hard, Fine point ; No. 2, Hard, Medium 
point : No. 3, Flexible, Fine point ; No. 4, Flexible, 
Medium point. Each grade supplied at the uniform 
price of 9d. per half-gross box. Sample box of 
assorted flexibilities and ix)ints 6d. 

ITie new feature of these pens is that they are 
made in different degrees of flexibility, and different 
widths of poiuts, thus greatly facilitating the choice 
of a suitable pen. 

Try a box and see if you write better with them. 

Each pen is stamped " Guilbert Pitman," which 
should be observed in purchasing. 
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180 pp., gins, by sJins., blue lines, elastic bound in stout half-cloth 

covers, and made up of the best super-calendered cream-wove 

paper of exceptional finish ... Price 1/6 



Seventh Thousand, limp cloth, price Is. 

SYSTEMATIC 

MEMORY; 

or. How to make a Bad 
Memory Good, and a 
Good Memory Better* 
By T. KACLARBN. 

ENLAKCen & iMPRCfvEl) EDITION. 

"The great desideratum which this 
volume purposes to supply, and 
which so many persons feel the 
need of, is sought to be furnislied 
by some well-considered rules re- 
specting the association of ideas, 
and its power to reproduce to the 
mind, words, things, and circum- 
stances othenvise irrecoverably lost." 
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THE conductor of a new literary enterprise usually takes the earliest 
opportunity of setting forth his objects, and enlarging upon his 
projects. We shall observe this custom only in a limited sense. 

There are many thousands of people to whom Shorthand is an old and 
valued friend ; and the chief aim of this publication will be to provide all 
classes of phonographers with a variety of detached reading, drawn from 
the delightful Realms of Fiction and Travel, for those leisure moments 
when we are all inclined to be amused and interested with as little effort 
as possible, and when we are glad of some wholesome mental recreation. 

The general spread of Shorthand has created a desire for more reading 
matter, and we feel convinced that we have mapped out a course which will 
be the means of providing many a pleasant hour, and an always welcome 
and cheerful relief from work-a-day life. 

We may say at the outset, that it is not our purpose to put before 
our readers any dry or technical instruction in Shorthand. As we have 
said, it is the mission of the Magazine to provide recreative and entertaining 
reading, and, as a matter of fact, we shall carefully exclude from our pages 
any matter directly bearing on the teaching and explanation of Shorthand. 
This field is amply covered by many excellent contemporaries, in addition 
to the numerous, and all-sufficient, text-books published on Pitman's 
Shorthand. 

With reference to the study of Typewriting, which is of later develop- 
ment, and commercial affairs generally, we consider there is room' for great 
improvement in the treatment of these subjects, and it will be our endeavour 
to supply readers of THE SHORTHAND WORLD with the very bc.st matter, 
which we will spare no pains to make alike interesting and instructive. 

Although a perusal of the number, which is now in your hands, will 
give you a fair idea of what is to follow, we have no doubt that experi- 
ence and the help of our many friends will enable us to effect various 
improvements. 

The highest standard will be striven for in the literary department, and 
no expense will be spared to attain in all artistic matters the greatest 
possible excellence. 
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Otter's Ciuide. shorthand pencil, id. 

By T« A* REED I ^^" t^"^^^^* » sample of six, 7d- ; three, 4d. 

"THE PRINCE OF REPORTERS. ' GUILBERT PITMAN'S 

••It will be strange if this little book does not find favour I OTJAXnT'U' A -RTT^ Tai?1«.T/-«fT o J 

even beyond the circle of those for whom it is specK-ilIy I OxlUlC 1 rlAINJL> KKi>^t A I ^ ^Q. 

intended ; for it gives a great deal of useful and interesting |_, , ir-^/ » m^ 

information, such .as any reader would be glad to obtain. 2/- per (loz. ; sample of SIX, 1/- ; three, TO. 

There has been lately much talk of shorthand, and the , r l i; 

little brok abounds with judicious advice upon that B«th of the jjencils ar« made from the finest compressed 

subject."— ///M*/rw/^</ London J^'nvs. \ lead by one of the leading makers in the world. The 

'• No l)etter book on the subject has Ijeen published, and cedar is espccLiIly selected and polished walnut colou?, the 

every shorthand writer should read and study it." ' higher grade pencil l>eing hex.ngonal in shape to prevent 

European Mail, rolling. For smooth writing, durability of point, and 

" Crowded with all jorLs of information necessary to be ' uniformity of degree in both grades, we venture to think 

known by those who aspire to be either newspaper or law yX\zy ^vill be found unapproached for Shorthand Writers, 

reporters. Man^r useful hints are given about transcribmg jj^^k-keepers, and for any ordinary purpose to which a 

notes, from which beginners cannot fail to derive great , , r^. ' _ ■', . f ., . . 

benefit."— CV/w//Vi« World. '«aJ P«"cil is put. In purchasing these pencils through a 

stationer, please observe that c.ich is stamped " Guilbftrt 

Price 1/6 cloth* pitman*! Shorthand Pencil" in silver. 
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Shorthand: Wh&t is a, And wh&t is it good for? 



IT seems a strange thing to say at the 
beginning of the second year of the 
twentieth century, but shorthand, even 
in this country, where in one form or other 
the art of stenography has been known from 
the times of Queen Bess, is widely misunder- 
stood, largely misvalued, and considerably 
misrepresented. Its very nature is misunder- 
stood by many schoolmasters, whose idea 
seems to be that the subject is one that 
anybody ought to be able to impart, and 
that ought to need but an infinitesimal 
amount of time to master. "All you want," 
said a pompous educator of youth, " is 
an alphabet of short signs that can be 
written quickly, and when the boys have 
learned that they can spell out words and 
practise shorthand writing." To be fair, it 
must be conceded that most head-masters 
nowadays know better than this. Neverthe- 
less, it is clear that as a body they do not 
show any adequate recognition of the real 
character of the art : otherwise they would 
not, in so many cases, make the very imper- 
fect provision, that is unfortunately common, 
for stenographic instruction. There are some 
serious questions yet to be fought out as * 
regards the teaching of shorthand in elemen- 
tary and secondary schools. Whether the 
subject" is one that should be taught in ele- 
mentary schools at all has not been fully and 
fairly discussed. At what stage in the ele- 
mentary schoolboy's progress it should be 
taught ; what subjects he should be expected 
to master before he commences this ; what 
place it should occupy in the curriculum of 
the secondary school ; what relation it should 
bear to other studies — these and a host of 
other questions remain to be dealt with. 
They can only be discussed by those who 
know what shorthand is, unless we are quite 
indifferent to the urgent necessity of getting 
sound ideas on the subject before we frame 
our educational schemes. A vague idea that 
a thing is good and useful, and should there- 
fore be taught to anybody at any stage of 
educational development, doesn't help us very 
far. We want real knowledge brought to 
No. U 1 



bear upon the problem. It is not only among 
schoolmasters that we find misconceptions— 
"sometimes of an extraordinary character- 
about shorthand. Many a business man has 
but the crudest idea of what is meant by that 
art. Witness the advertisements for boys 
*'just leaving school," and expected to be 
" able to write shorthand " I A young boy 
whose ordinary handwriting is not yet 
formed, and whose opportunities for writing 
either in longhand or shorthand rapidly, 
have been of the scantiest, is expected to be 
able to take down from quick dictation busi- 
ness letters full of technicalities that he has 
never heard before, and to turn out respect- 
able transcripts ! Of course he doesn't 
answer. The employer has to learn by ex- 
perience that the elementary school docs not 
and cannot turn out a supply of efficient, 
skilful, and cheap shorthand clerks. But 
how comes it that he ever does expect any- 
thing of the kind? He doesn't understand 
what shorthand is- that is all ! 

What, then, is shorthand — that is to say, 
shorthand that can be written at the moderate 
rate of from 120 to 150 words per minute, 
the speed required in the ordinary business 
office — and written in such a way that it can 
be correctly read by the writer, and correctly 
transcribed too? A little reflection will 
satisfy anybody of the absurdity of the idea 
that an alphabet of brief signs is sufficient. 
The average English word consists 'of one 
syllable and a half, and the average English 
syllable contains two consonants and a vowel, 
counting only those that are sounded in 
speech, and leaving out of consideration all 
that are not sounded. Suppose we assume 
— which is not the case — that every vowel 
can be omitted in shorthand writing, we 
have left on an average three sounded 
consonants in every word. To write there- 
fore at 120 words per minute, if we use 
one sign for every consonant, and employ 
the briefest signs that can be devised for that 
purpose, we shall require to make 360 of 
those signs in the course of every minute. 
If the speed demanded be 150 words per 
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minute, we shall need to make 450 signs 
in that short space of time ; and when we 
begin to talk of such speeds as 200, 240, or 
250 words per minute — not unknown as 
actual achievements with actual shorthand — 
our statistics will become alarming. Let 
any one try to make 360 simple strokes in 
sixty seconds, and to keep up the perform- 
ance at the same rate for five consecutive 
minutes, and he will be convinced pretty con- 
clusively that a shorthand that can be put 
to work must consist of very much more 
indeed than an alphabet of brief signs. The 
brief alphabet, indispensable as it is, is 
merely a basis on which a structure of brief 
and rapid writing is to be erected. The 
system needs a good deal of developing to 
make it useful, and the development has to 
take two main lines. We have to get some 
systematic modes of abbreviating our word- 
signs — modes that enable us to write all that 
it is essential to represent in order to in- 
dicate particular words, and to omit every- 
thing that is not essential — everything that 
can be dispensed with without making it im- 
possible or difficult for us to recognise the 
word intended. This is shortening our short- 
hand, making it a stenography. The other 
method is more ingenious and somewhat 
more complicated. It consists in condensing 
our word -signs, representing a good deal by 
a brief form. We can often do this so as to 
write much in little, and also indicate some- 
thing that is not written. The attempt to 
abbreviate and to condense word -forms for 
an entire language, and to do it in such a 
a way that practically every word in that 
language shall be provided with a complete 
or sufficient sign that can be written quickly, 
elegantly, and clearly, involves a compara- 
tively large number of rules, which take 
some time to master. And then there is the 
application of those rules, which means con- 
siderable practice, carefully supervised— in 
the first instance at all events. Thus it will 
be seen that some degree of complexity is 
necessary in any shorthand that is fit for 
hard work, and that to master it so as to be 
able to produce good work with it, entails 
the devotion to it of a good deal of time. 

And now a few words as to our second 
question — What is shorthand good for? 
Shorthand is not only misunderstood ; it 
is misvalued. Young enthusiasts, and some 



of the older people too, who ought, as they 
grow in experience, to have become more 
discriminating, advance ludicrous claims for 
this useful art. It is, forsooth, to strengthen 
bad memories, and to enable its pK)ssessoTs 
to rise to any height they please, and to 
accomplish other marvels. Shorthand by 
itself is nothing. To be able to use it so as 
even to earn a modest living by it, there musi 
be a fairly good educational foundation. 
You can't write your own language unless 
you are acquainted with it. You can't take 
down from dictation unless you have at least 
a general idea of the *' dictator's " meaning. 
Unless you write merely for your own pur- 
pose, you must know how to spell, have clear 
ideas about English composition, and, in 
particular, understand the construction of 
sentences. These requirements are elemen- 
tary, but they imply a good deal. And, un- 
fortunately, they are lacking in many an 
aspirant for employment as a " shorthand 
writer." Shorthand is not a substitute for 
any other subject of study. Rather it is a 
subject that has a remarkable power of bring- 
ing out at awkward and unexpected moments 
all sorts of deficiencies of knowledge that 
might otherwise pass unsuspected. It won't 
strengthen memory, and it won't, as some 
foolish critics affirm, weaken memory. It 
will aid and supplement the memor>' because 
it will enable those who can use it to make 
full notes of things that they wish to recall, 
without spending a large quantity of time 
over the note-making. We have not all of 
us got memories like phonographs or grapho- 
phones, and notes are helpful to everybody. 
So we may say, generally, that shorthand is 
good for making notes, and to that extent 
good for everybody. Some people, however, 
have comparatively little occasion or desire 
to make notes, and they can get on very 
well without shorthand. Others are always 
making notes : shorthand will help them, 
whether they be students, authors, parsons^ 
members of Parliament, platform speakers, or 
ordinary men of business. It is a good thing 
for the beginner in commercial life to have 
shorthand at his fingers' ends. He need not 
be alarmed at the nonsense that he will hear 
from some advisers to the effect that the 
shorthand clerk seldom has a chance of 
rising to any higher post. This is as untrue 
as the opposite delusion that shorthand is a 
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sure and certain road to success and pros- 
perity. To get into a good office nowadays 
it is almost indispensable to be able to write 
shorthand. Once there, it will depend on the 
general character, the ability, the shrewdness, 
the capacity to recognise and to avail oneself 
of the opportunities that occur for advance- 
ment, whether the shorthand clerk rises or 
not. Shorthand will not endow him with these 
qualities if he is without them ; neither will 
it deprive him of them if he already pos- 
sesses them. If he be exceptionally skilful as 
a shorthand writer, he will find other openings 
for the lucrative exercise of his abilities. 

Shorthand is good for other purposes 
besides earning a livelihood, or of getting a 
start on the ladder of commercial life. It is 
g^ood as a help in our studies, as a means of 
recording our impressions, our observations, 
for keeping summaries of books that it has 
been necessary for us to read, and for making 
extracts from all sources of information 
bearing on our studies or our pursuits. It h 
^ood for correspondence. The outside world 



has no idea of the enormous number of 
letters written in shorthand that pass through 
the post every year. The total, if we could 
get complete statistics, would probably sur- 
prise and astonish many even of those who 
are most addicted to epistolary communica- 
tions in shorthand. So much can be written 
in a small compass, and it can be written in 
so little time, that the stenographer prefers 
to write his letters in shorthand. The post- 
man sees every day the phonographic post- 
card, and long since ceased to feel astonish- 
ment at the spectacle. To some extent, 
shorthand is still available for secrecy — but 
its value in that respect becomes less every 
day. Still, notwithstanding an active and 
persistent propaganda, there are multitudes 
who cannot read any kind of shorthand ; and 
the disciples of Pepys may, in many cases, 
keep elaborate diaries in shorthand, con- 
scious that no prying family eye will be able 
to decipher the symbols or discover the 
mysteries that those symbols conceal. 

The Onlookkr. 
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Advice to Young Reporters. «ib «ib 



By R. T. GUNTON. 



ONE of the great difficulties which the 
young reporter has to overcome is 
his native modesty ; but it can be 
done, as is seen in the case of any old hand 
worth his salt. His face, if not his breast, 
is always found encased in that ''triple 
brass" which the Roman poet considered 
indispensable, even for a voyage to Boulogne 
and back. Never, therefore, underestimate 
your importance. You can get your hand in 
by snubbing all the secretaries of societies 
and companies, and all the chairmen of com- 
mittees you have business with ; if you do 
not, they will be sure to snub you — and when 
it comes to snubbing, it is everything to be 
first in the field, the same as in love-making. 
Speakers do not require this severe treat- 
ment — it is enough to patronise them, for 
they have respect for the press ever before 
their eyes. You can, therefore, maintain 
your position with them by a kindly con- 
descension. Should they seem at all in- 



clined to give themselves airs, hint at " the 
small amount of space at our disposal." 

Always ^o late to a crowded meeting, for 
you will then have the satisfaction of dis- 
turbing a lot of people in order to get to 
your prominent seat. You will, of course, 
tread on the toes of all who look black at 
you, and smile blandly at the rest. If room 
is limited at the reporters' table, pick on 
some weak-looking or benevolent-faced man 
— which usually means the same thing- in 
the reser\ed seats, and tell him you are 
the chief reporter of T/ie Times ; he will hop 
out of his chair directly, and lean against the 
wall with pleasure in the thought of what 
T/te Times owes to him. Do not give your- 
self away by rushing to work immediately. 
Never begin writing till the speaker has 
warmed up, but read a newspaper ; it will 
convince the orator and all beholders that 
you understand what small beer he is. In 
moments when the audience are hanging 
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on the speaker's words with breathless sus- 
pense, always make a point of rustling the 
leaves of your note-book,, making your pen 
scratch audibly, and your chair creak, if 
you can. It will call attention to you, and 
heighten your personal importance, in your 
own estimation at all events ; and we know 
that a man generally passes current for the 
value he sets upon himself 

If you are going to take a rapid speaker 
verbatim, and cannot write very fast, it is as 
well to have a friend posted near the front 
who can start a round of applause every 
other minute, and keep it up for a long time. 
It will also pay you well to lend him an 
umbrella to thump the floor with ; that is to 
say, your oldest umbrella, the one that won't 
open, as his chance of stealing it will then 
l>e reduced to the same minimum as its 
respectability. When tired of shouting 
" hear, hear ! " and thumping, he may give 
a loud cough for a change. The speaker 
will then repeat his words, for fear the 
audience should lose one precious darling, 
which is the vxry thing you want him to do. 
All these little interruptions will give you 
time to take down the eloquence, to the great 
advantage of all concerned. 

If your neighbour reporter writes faster 
than you do, remember what a fine thing 
esprit dc corps is, and what a hail-fellow-well- 
met and chummy set the brotherhood of 
reporters are ; how they are always ready to 
help a lame dog over a stile, to read over 
with him any confused passages, and to 
supply accurate quotations. If, however, 
you write the faster, it is as well to call to 
mind the nobility of independence, and your 
duty to your employers, which forbids your 
wasting time over incompetents. Among 
your fellow-reporters you will occasionally 
find a fairly good writer, who is as yet quite 
green to the reporting world — some " young 
man from the country" — who will think in 
his ignorance that it is quite a pleasant and 
advantcigeous thing to make your acquaint- 
ance. If you take the trouble to praise his 
style, and tell him a few professional anec- 
dotes, and to hint at your connection with 
order-giving editors, ten to one he will be 
pleased to transcribe ever so much of your 
notes for you, or in extreme cases, do you a 
whole report. It is no use, however, to try 
this on a young Scot, however fresh to 



London. Scotch reporters are bom '* canny," 
and always know more than is g^ood for 
other people. 

When an orator calls at the office to 
expostulate upon the "gross misrepresenta- 
tions," " hideous jumble," and *' glaring 
absurdities " of your report, you have a fine 
opportunity. This is a crucial test whether 
you are fit for the business or not ; and if 
you cannot go through the ordeal, you had 
better lay down the pen, and take to some 
honest livelihood. What you have to do cX 
course is to swear hard and fast by your 
notes. Never swerve from them one jot, or 
you are lost. If your report makes the 
speaker say, for instance, " The Government 
is like Hercules— vulnerable in the heel," 
you must fight tooth and nail for his hav ing 
said Hercules, and not Achilles. If you 
have printed *^ true reformation of character 
begins in spirits," then maintain he said that, 
and not " in the spirit," as he untruthfully 
claims. Brazen it all out ; and if he presses 
the point, threaten an action for defamation 
of character. If you once admit that you 
may have been wrong, there is no hope of 
your rising in your profession. 

The reporter's stare I This accomplish- 
ment is very necessary, and must be prac- 
tised assiduously. It is of the "stony 
British " variety, but with a dash of familiar 
leer in it, to take off the worst frigidity. One 
of its great uses is to overawe janit6rs and 
obtain admission anywhere. It is a curious 
fact that the persons who have the best right 
to enter a building or a meeting are the 
very first persons suspected by doorkeepers, 
and kindred mongrels, of having no business 
there. The readiest way with them is to say 
nothing whatever, but simply to stare them 
down. Another great use is to obtain elbow 
room for yourself in crowded assemblies. 
The stare, however, must not be administered 
in its full strength to elderly ladies, or you 
will probably have to assist in carr>'ing them 
out into the fresh air in a fainting state. It 
is the most handy weapon, too, with which to 
meet the attack of the collecting bag, box, or 
plate. It is most unprofessional to recog- 
nise any receptacle of the kind, and should 
never be done, whatever the private feelings 
of the reporter may be. 

You can write most condensed reports in 
the office, without taking the trouble to go to 
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the meeting. At all events, you need only just 
look in to get the names of the speakers, and 
can then spend the evening more agreeably 
by taking someone else's sister to the theatre. 
All meetings are pretty much alike— ";^/«/j 
^a change^ plus dest la meme chose " ; and 
one standard report will do for all of the 
same class. The reporter who cannot supply 
a suitable condensed report a day in advance, 
if need be, has chosen the wrong profession. 

Never be above small fees— as long as 
they come honestly. Remember your wife 
and family, growing or in prospect — even 
their boot bill will have terror enough for 
you— and put your pride in your pocket with 
any chance coin that may come your way. 
We have known wonders done by a smart 
young man, much mixed up with Societies' 
reports, who made a speciality of magnifying 
extravagantly ever>' word of praise which the 
speaker gave to the active Secretary or the 
zealous Treasurer. He took care to meet 
them by chance afterwards, and if the result 
was not always metallic, it was substantially 



refreshing. Always have an eye to business* 
While improvident young reporters gO' 
cycling in their off time, the earnest on^who 
has fed on Dr. Smiles attends funeral 
sermons, gets as near the weeping relatives 
as possible, and lets them see him write every 
word. He remarks to them afterwards that 
he has never heard a more eloquent discourse 
to the memory of a great man or a worthy 
woman. This secures an order for a tran- 
script on his own terms. He also attends, 
on spec, the presentation of testimonials. 
The receiver, in the first flush of adulation, is 
ready to give anything almost to have those 
delicious words inscribed on paper. 

Above all, never forget the golden mean ; 
and when you report the Limited Company's 
meeting do not get too near the speakers, for 
then you would be too far off the refresh- 
ment table at the back. Steer the middle 
course, so as to catch the last words of the 
Chairman's benediction on the company, and 
still have the first run on the sandwiches and 
sherry. 



l^S^^-^^^-^K^^^ 



Revise your Notes! ^ ^ ^ 



Do not say you have no time to re- 
.vise your notes. If you really want 
to work well and quickly you must 
find time. Be assured you will more than 
make up, when transcribing, all the time 
spent in note-revision. All those errors 
in grammar that are almost certain to be 
made in the hurry of business dictation, or 
in reporting, must be put right first if you 
want your transcript to please your emplbyer. 
The man who is speaking, or giving an 
impromptu dictation, cannot always stop to 
point his sentences or indicate his para- 
graphs. That must be your concern, and 
you can best do this before making your clear 
copy. It is too dangerous to attempt it as you 
take down the spoken thoughts. Mistakes, 
many and frequent, will be the probable 
result should you try. Your whole attention 



is wanted to get the exact words of the 
speech or letter. 

We repeat : when a business man is dic- 
tating a letter, or series of letters, he is 
thinking only what he wants written — not the 
way it is to be written. He h.is not the 
time to give literary finish, even if he has the 
ability. Therefore, some transposition of a 
sentence may be necessary ; or the letter 
may need condensing or expanding ; or it 
may be necessary to break up into numerous 
paragraphs a long communication that 
reached the stenographer's ear in one al- 
most unbroken sentence. All this should be 
done, if you want your transcript clear and 
neat, before you write out your notes. In a 
word, do all your polishing up and revision, 
not as you go along, but after your notes are 
taken. 
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Sir ISAAC PITMAN, a staunch Tee- 
totaler, Vegetarian, Sweclenborgian, Anti- 
vaccinator, Non- 
smoker, Spelling Re- 
former, and the 
Inventor of Phono- 
graphy, was born 
January 4th, 1814, and 
died at his residence, 
17, Royal Crescent, 
Bath, January 22nd, 
1897. His body was 
cremated at Woking 
on January 28th, 
memorial services be- 
ing held concurrently 
at Argyle Square, London, and Henry Street 
New Church, Bath. On Sunday morning, 
January 24th, the Rector of Bath, preaching 
at the Abbey Church, after paying a personal 
tribute to the deceased, ended his discourse 
with these words : 

" I recollect when I came to Bath he did 
me the honour to make my acquaintance, 
and he amazed me by the statement that at 
eighty years of age he was always at his 
business at half-past six in the morning, and 
steadily at his post throughout the day ; 
and now he has gone to his rest — not to 
workless rest, but to restful work. As he 
himself put it a little time ago : * I must 
expect a continual decrease of strength until 
the heart gives its last pulsation, and the 
angelic messengers, who wait on the dying, 
draw out the spiritual body from this one. 
Then I shall have a sound heart, and get to 
work in my new sphere of life.' For such 
principles of self-sacrifice he lived. Let us 
copy such examples. We lose in order that 
we may win ; we expend power in order that 
we may extend our power ; and the talents 



that we ourselves employ we shall obtain 
again with usury." 

NO. 1, AMEN CORNER, was opened as 
a phonographic dep6t on January ist, 1887, 
under the management of the editor of this 
magazine, assisted by his brother, Clarence 
Pitman, consequent on the agency of Mr. 
Frederick Pitman terminating with his death. 
Referring to this epoch in the phonographic 
publishing business, the New York Phono- 
graphic IVor/ti ohservGd in 1890: 

"At that time speculation ran high as to 
whether a shorthand publishing business 
could be sufficiently remunerative to main- 
tain an establishment so commodious and 
complete in all its departments ; but from 
the commencement the enterprise was an 
unqualified success. . . . The printing 
presses at Bath • were kept constantly in 
motion to supply the great and steadily- 
increasing demand." 

Mr. WILLIAM L. BATTISON, born 
at Glasgow January 15th, 1867, acquired his 
first experience of shorthand with Mr. George 
Nelson,Principal of the 
Glasgow Shorthand 
Academy ; but his po- 
sition there as pupil 
was soon changed to 
that of co-proprietor. 
He was awarded the 
" Honours " certificate 
of the National Phono- 
graphic Society, and 
took an active part in 
the organization of its 
Glasgow branch, of 

which he was elected 

Secretary. 

In addition to possessing teaching abili- 
ties of no mean order, Mr. Battison is an 
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out-and-out business man, being a partner 
in a well-known firm of paper-makers. Full 
of energy, enthusiastic, a capital extem- 
pore speaker, yet modest to a degree, our 
Northern phonographer stands high in the 
estimation of all whose pleasure it is to know 
him. 

Mr. ALEXANDER PATERSON, editor 
of the Bamsley Chronicle for about four 
decades, hails from Aberdeenshire, and was 
born Januar)' 3rd, 1832. Always a busy 
man, yet very few phonographers have con- 
tributed more largely to the literature of 
shorthand ; for in addition to being a 
voluminous writer in the various periodicals 
devoted to the subject, he has spent many 
years of research in the study of the early 
systems of shorthand. Mr. Paterson has 
naturally had a very extensive experience in 
journalism generally, and he is a most en- 
thusiastic and able phonographer. 

Mr. JAMES MUNFORD, Proprietor and 
Principal of the Kensington School of Short- 
hand, Queen's Road, 
Bayswater, a remark- 
ably successful training 
college for all commer- 
cial subjects, was born 
at Plymouth, January 
30th, 1852. He is one 
of the first Fellows of 
the Incorporated 
Phonographic Society, 
in the organization of 
which he took a promi- 
nent part, eventually 
becoming Hon. Sec. of 
the West London District. Besides being a 
most enthusiastic phonographer, writing a 
very neat form of shorthand, Mr. Munford is 
also a popular member of the F Company of 
the Artists' Corps of Volunteers, being one of 
its oldest members and the possessor of a 
marksman's badge for proficiency in shoot- 
ing ; he takes, too, a great interest in local 
affairs, especially in connection with the 
Literary and Musical Society of the 
district. 




Dr. JOHN WESTBY-GIBSON, author 
or the " Bibliography of Shorthand," died at 
London, Januar)' i8th, 1892. Few men, if any, 
possessed such a storehouse of bibliographical 
details, and he was as well known in the 
British Museum Reading-room as at the 
second-hand bookshops in the now vanished 
Holywell Street, erstwhile called Booksellers' 
Row. The vast amount of matter he collected 
bearing on the history, literature, and science 
of shorthand, as well as upon many other 
subjects, was little less than marvellous. 

Mr. JAMES SINGLETON, many years 
President of the Leeds S.W.A., was born at 
Otley, near Leeds, on 
January 3rd, 1844, and 
is widely known and 
respected throughout 
the West Riding of 
Yorkshire. He is a 
Fellow of the I.S.S.T., 
and has been teach- 
ing shorthand for up- 
wards of thirty-five 
years, the editor of this 
magazine being one of 
his earlier and ever 
grateful pupils. He 

takes a deep mterest]in antiquarian and topo- 
graphical matters, and contributes occasional 
articles to the press on these subjects. 

The Most Reverend Dr. WALSH, D.D., 

the Roman Catholic Archbishop of Dublin 
and Primate of All Ireland, was born at 
Dublin, January 30th, 1841 ; he became a 
professor at Maynooth College, and was 
appointed its President in 1881 ; consecrated 
August 2nd, 1885, he succeeded Cardina, 
M'Cabe the same year. Archbishop Walsh 
is a good man of business, energetic, cheerfull 
witty at times, a brilliant scholar, and devoted 
to shorthand ; he has written numerous essays 
and works on the Land Act, the university 
question, the education grievance, Gregorian 
music, bimetalism, etc., and he is not only 
popular with the mass of his countrymen, 
but is also highly respected by all who come 
in contact with him, even when differing in 
politics or creed. 




Next montKs issue ivill include February and March. 
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Daily Business Life: 

The Routine of ft Merchant's Offiee. 



By A CONFIDENTIAL CLERK. 

•I* «l* «l* «l* 



Chapter I. 

Hints on the Qualifications needed for 
a Successful Business Career. 

THERE is no royal road to success 
in business. The young man when 
starling upon a commercial career 
takes a step into the unknown and undreamt 
of. He is about to play a part, and an un- 
rehearsed part, in the great drama Com- 
mercial Life, and it greatly depends upon 
his determination to forge ahead whether he 
is to play a leading role or that of a subordi- 
nate. 

With plenty of good counsel, the generous 
hopes of his friends, and a large measure of 
confidence in his own power to conquer in 
the fight, he strides forward to learn that he 
has doughty opponents to meet, most of 
whom are well armed with the latest weapons 
of commercial warfare. But he comes of the 
race which never knows when it is beaten, 
and he courageously grapples with the diffi- 
cult situations which are bound to arise. 
He possesses this virtue of courage, and 
struggling through the fire of perhaps many 
a failure, comes out of it as the refined gold. 
Failures and successes alike have helped to 
mould him into a fine specimen of manhood ; 
for whilst no calling in life makes greater 
demands upon the moral and intellectual 
faculties than a commercial career, yet to a 
man who has a proper regard for his cha- 
racter, no pursuit is more calculated to 
broaden his views of life, destroy his false 
sentiments, induce the habit of practical 
common sense, and teach him the value of 
patience, hard work, strenuousness, good 
temper, and discipline— in fact, many of the 
Christian virtues taught him in youth he is of 
necessity compelled to exercise if he would 
succeed as a commercial man. The business 
man cannot always return blow for blow ; he 
frequently has to pocket an insult. He must 
be fair in his dealings, or he will Uiild up no 
solid or lasting business. 



CHAR.\CTER.--Perhaps the most impor- 
tant quaHfication for a young business man 
to study is character. Men of character, 
despite apparent contradictions, still rule the 
world ; and moral qualities such as honour, 
uprightness, and consistency in all actions, 
exalt and dignify every condition of life. A 
man may not possess an extensive education, 
and his abilities may be merely ordinary, yet 
his reputation for integrity will always g^ive 
him an incalculable influence over others, 

even in commercial I'fe. 

THOROU(iHNE.ss.— Thequalityofthorough- 

ness is also very essential, and all may possess 
it. Careful attention to detail and zeal in 
one's particular duties produce this qualitv- 
The junior clerk who posted a letter without 
stamping it might have looked at it a second 
time. The typist who submitted a letter to 
her principal for signature might have seen 
that it was addressed to the wrong firm hadj 
she read it through after taking it out of thej 
machine. The invoice clerk might havej 
noticed that he had not charged for packing: 
had he turned to the specification in thej 
order book. The despatch clerk would not 
have addressed the parcel wrongly, nor the 
packer sent the wrong goods, nor the sales- 
man quoted the customer below cost price, 
if they had each trained themselves to be 
thorough in their work. 

Mkthod.— Another splendid advantage to 
its possessor. The methodical clerk will 
show it in the manner in which his books are 
kept. His handwriting will be neat, even 
though it may not be particularly elegant in 
style ; and the entries will be uniformly made 
from the first page to the last, so that when 
his principal turns up an entry he will reflect, 
" How well this man does his work ; careful- 
ness and method are written all over the pag"e."^ 
The methodical stock-keeper will never be at 
a loss to find an odd line of goods which the 
unmethodical one would have lost sight of, 

{Continued on pa}![c 21.) 
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A Short Story. 
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THE OLD LAND AND THE YOUNG LAND* 

By ALFRED AUSTIN, Poet Laureate. 
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Wireless Telegraphy. 
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Her First Cheque-Book. 
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The Village Blacksmith. 

By LONGFELLOW. 
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and when asked for it have to pull out best 
part of the stock in order to find it. More- 
over, the methodical man will know at any 
moment what stock he has on hand, for he 
has thought out a method of keeping him sell 
posted up in the daily additions to, and 
reductions of, the stock committed to his 
charge. The methodical traveller will not 
omit to call on a customer in a certain town 
because he forgot him ; nor will he visit a 
certain town to find it is early closing day. 
His customers' list will be methodically 
arranged and the best time to see his buyers 
noted. The methodical buyer will not forget 
the name of the manufacturer who offered 
him a particular line of goods six months 
ago. He will have made a note of it. Method 
in business saves time, room, error, worry, 
and provides for emergency. 

FtxCTUAMTY.— A stern necessity. The 
clerk who is always punctual can be de- 
pended upon during his principal's temporary 
absence. The man who arrives half an hour 
late with the keys to open the house of busi- 
ness, and finds he has kept twenty employees 
waiting outside, has lost his employer ten 
hours' work. The merchant who pays his 
accounts promptly is more likely to get 
prompt delivery of his orders than the man 
who always exceeds the terms of payment, 
for the manufacturer knows he can depend 
upon prompt payment, and, being thereby 
assisted in the fulfilment of his own obliga- 
tions, will strain a point in favour of the 
customer who is punctual in his remittances. 
Delay in keeping an appointment may lose 
an order or a customer. 

Accuracy. — A business man must observe 
accurately, and be accurate in his statements 
and transactions. The inaccurate clerk will 
sometimes waste hours of his own time and 
those of his fellow-clerks, thus entailing a loss 
to his employer, through an inaccurate entry 
in his journal ; and money may be lost 
through an error in rendering an account, 
or the quotation of a wrong price in a con- 
tract. 

Tact is also most necessary in business. 
The tactful salesman measures his customer, 
and treats him accordingly. Is he brusque ? 
— then the salesman will not see it. Is he 
proud ?— then he makes much of him. Is he 
to be convinced ?— then he convinces him. 



Is he argumentative? — then he is allowed to 
have his own way, whilst being gently per- 
suaded into another view of the situation. 
Does he come in with a frown ? — then he is 
sent away in a pleasant frame of mind. 

SOBRIETV. — This quality stamps. its mark 
on any man ; it is seen in the very expres- 
sion. The man of temperate habits invari- 
ably wins in the end, his staying power being 
so great. His endurance of strain is the- 
result of training his natural energy, whereas 
the man who has recourse to stimulants,, 
artificially excites his powers for a time only. 
After a while his energy flags, and more 
stimulant is necessary, with the result that 
the faculties are duller and clouded. The 
spirits of the temperate man are more normal,, 
and it is just this normal condition that is so 
necessary for the calm and judicious con- 
sideration of business difficulties which are 
always occurring. The man who abjures 
strong drink during business hours will look 
a difficulty hard in the face, whilst the drinker 
will seek to forget his trouble by the aid of a 
favourite stimulant ; and to-morrow morning 
finds the former prepared with a definite 
course of action, whilst the latter discovers 
that he has finally to face his difficulty after 
a considerable loss of time. There are 
moments of great strain in business, and, 
as an athlete who is about to put himself 
through some severe trial of his powers 
denies himself intoxicants, it is only reason- 
able to practise the same abstention when 
under the physical and ' mental strain of 
business. 

Hard Work. — Not the least necessary 
of qualities. The men who accomplish great 
things have the genius for hard work. There- 
fore work hard and hold your ground. Take 
advantage of every opportunity. Always be 
fitting yourself for a belter position. Con- 
tinually overhaul your weapons and improve 
them. Your knowledge of shorthand to-day 
should be improved upon three months 
hence. If you have learnt 4^rench, start on 
German. Spanish can follow German ; for 
although you may not see its necessity to-day, 
to-morrow may find you wishing you had 
studied it, as a vacant post is brought to your* 
notice, but you cannot compete for it, as a 
knowledge of Spanish is required, and a stei> 
forward is therefore lost. 
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Chapter II. 
Applying for a Situation. 

We will suppose you are in your fourteenth 
or fifteenth year, and have just left school. 
You have already made considerable pro- 
gress in commercial studies, at some evening 
classes, and, as you are bright and intelligent, 
your parents decide to let you have a com- 
mercial experience. The great question is 
where to find the opening, and, if you have 
no influential friend who can make a way for 
you, then you must obtain a post on your own 
merits. Your parents, either from an ac- 
quaintance or through the papers, learn that 
there is a vacancy in a merchant's office for 
a junior clerk, w^%h a nominal salary and a 
prospect of advancement ; and you decide 
to apply for the post. 

The Answer to an Advertisement. — 
Now, the greatest care should be exercised 
in making an application. It is more than 
probable that a dozen others are trying to 
obtain the post oflTered, and simply through 
the impression created by your letter you 
stand to secure or lose the situation. You 
must, therefore, put your very best writing 
and composition into this letter ; a mis-spelt 
word will mean possible rejection. The 
writing should be quite legible, and the 
matter clearly and concisely expressed. 
Write on ordinary notepaper ; and if you 
have learnt to hold your pen correctly, and 
to sit at your work in the correct manner, 
your writing will be straight. To commence, 
you write your address in full, with the date 
at the top right-hand side of the page. 
About the space of a line below this, but on 
the left-hand side, and leaving a small 
margin, you write the " greeting "-'* Dear 
Sir" ; or, if addressing a firm, such as ** H. 
Jones & Co.," or " The Worsted Company, 
Ltd.," the greeting " Gentlemen " or " Dear 
Sirs " should be used. " Dear Sirs " is 
preferable. 

Then start your application as below, be- 
ginning about the space of a letter beyond 
the comma at the end of the greeting. Com- 
mence the next and following lines from the 
regular margin. When starting a new para- 
graph, always commence the first word about 



the space of three letters from the regular 
margin. An example is given underneath. 

Your application should be arranged in the 
following sequence : — 

1. A reference to the advertisement, and 
offer of services. 

2. Your age and qualifications. 

3. References and testimonials. 

4. Salutation and signature. 

Copies of testimonials may be enclosed. 
Keep the originals to present in person if 
required. Be careful to sign your name in 
full : J. Winter may either be James Winter 
or Jane Winter. On the left-hand side, at 
the bottom of the page, write the name and 
address of the firm to whom you arc making 
the application. 

Form of Application. 
II, Dover Street, 

South wark, .S.E. 

Jan. loih, igo2. 
Dear Sirs, 

Replying to your advertise- 
ment in to-day's Telejs^aph for a Junior 
Clerk, I respectfully beg to offer you my 
services. 

I am 14 years of age, and passed the 7th 
Standard in November last. During the 
last two years I have attended the Evening 
Classes, at which I studied Commercial Sub- 
jects, including Book-keeping and Short- 
hand, my speed in the latter being 120 
words, for which I hold a certificate. 

I eitdose herewith copies of testimonials 
from my Schoolmaster and the Principal of 
the Institute to which I belong. 
Trusting to receive your favourable reply, 
I am. Dear Sirs, 

Yours respectfully, 

James Winter. 
Messrs. H. Jones & Co., 

2^2i^ Holborn Yiaduct, E.C. 

Applications by those who have already 
held a position should be written on similar 
lines ; but instead of a reference to the school 
being made, particulars of the post already 
held, and reason for leaving, should be 
given ; whilst the late firm should be men- 
tioned as a reference. Always exercise care 
in punctuating your sentences. 



{To be con fi nurd.) 
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Practical Business Letters. ^ ^ 

Speciatty Written for '' Jhe Shorihand World/' 

In presenting this new series of Business Letters f>efore ottr ttaAtts we have no hesitation in stat- 
ing that they are the most up-to-date and thoroughly practical specimens ever offered to the public* 

There are many handbooks on Commercial Correspondence, which^ in some respects, leave little 
to be desired; but the need has long existed for a practical collection of sensible, pithy, and not hope^ 
kssly verbose, business letters. The Author has had a long and varied personal experience in the 
Correspondence Department in one of the largest commercial houses in the world, and this series of 
letters is the outcome of years of close observation of the std)ject. The correspondence has i)een 
designed primarily for the use of persons engaged in mercantile houses, but there Is a secondary 
object which has not been lost sight of, namely, to supply specimen letters for the vast numbor 
of people — especially women — who are brought up in entire ignorance of conmierciat afiairs 
generally, but who occasionally require to write a letter on money matters. Many of the 
letters included in this series will answer their purpose admirably. 

To bring the collection within a reasonable compass, the useless practice of repeating the names, 
addresses, and salutations to each letter, which, in some text-books occupy no less than a quarter 
of the entire work, has been omitted. 

Schools and Colleges whose curriculum includes a commercial education will find this feature 
of the Magazine of great use, and it can also be turned to good account by shorthand and type- 
-writing students as dictation practice, providing, ready to hand, unseen reading matter each month, 
carefully marked for graduated speeds. For this purpose the words in each letter, including 
lieadings, have been counted into divisions of 20 words. Ths completion of every 100 words is 
shown by a heavy numeral, thus ( 1 )• By counting two or more divisions to the minute, speeds of 
40, 60, 80, 100, 1^ words per minute and upwards can be obtained, thus :— 
For 40 words read one division every 30 seconds* 
f> «o „ „ „ zu „ 

„ oO „ „ „ O „ 

„ >uu „ „ „ \z „ 

M 120 „ „ „ 10 „ 

and so on for higher speeds. Initials, groups of figures, dates, abbreviations, and symbols such as 
^.'c, %, CO, are counted according to the number of words pronounced* Compound words are 
reckoned as two. _^ 

SECTION I. 

General Announcements, Market Reports. 

Establishment as Merchants and Importers, Establishment as Commission Merchants. 

We beg respectfully to inform you that we We beg to inform you that we have this 

have ; established ourselves as Merchants day established ourselves as Commission | 

and Importers of Brazilian products, under Agents and Wholesale Importers of Euro- 

the style of Royle & Linder. pean Goods. 

Mr. Royle^s long and | varied experience ' We shall be glad to receive samples, cat- 
in the firm of Simpkins & Co., of this city, alogues, or price lists of all | classes of goods 
as chief of their Import Department, has sui^^able for the Eastern market, with full 
enabled | him to secure many valuable con- particulars as to terms of business, trade, 
nections ; and we are in a position to offer and cash discounts, | etc. 
our clients exceptional advantages in regard We are also prepared to receive consign- 
I to prices, terms, and the qualities of the ments for sale on a liberal commission, 
various products obtainable. Remittances would be made immediately 

Trusting to be favoured with your inquiries after | sale by Bankers' Draft, or special 

when in (1) the market. terms could be negociated. 
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R€ Enlargement of Factory. 

We have the pleasure to inform ('2) you 
that the enlargement of our factor)- will be 
completed by the end of the current month, 
and we shall then be able to double our 
previous output. We have spared no ex- 
pense in order to provide ourselves with the \ 
most modern machinery ; and have thereby 
secured finer workmanship, and at the same 
time increased capacity, for the prompt 
execution of orders on a large scale. We 
can therefore confidently assert that, while 
our customers will find our productions 
largely improved in regard to finish, etc., 
they will also discern that the reduction in 
future cost of manufacture will (3) give them 
the advantage of a better article at less 
money than is ofiered by any of our com- 
petitors in the trade. 



Extcntioti of E.xport Business. 

We beg to acquaint you ihat with a view- 
to more extended operations in the export 
of our brands of Whiskies, etc., abroad, we 
have elaborated arrangements which put us 
in a position to | offer the highest qualities at 
the very lowest export prices. We enclose a 
price list for your kind pcrusual, and upon 
hearing from you, will be glad to quote you 
our best terms. 



Re Rumour Respecting a Firm. 

In consequence (4) of persistent rumours 
now in circulation to the effect that wc are 
about to discontinue the manufacture of 
Tools and (General Hardware, we beg to 
inform you that the report is entirely un- 
founded. We are carrying on the business 
just as usual, and shall continue to do so. 

Thanking you for past favours, and also 
soliciting the favour of any ' further com- 
mands. 

Notice of Remo^Hil. 

Wc herewith beg to advise you that we are 
removing into much larger and more com- 
modious premises, and that on and after the 
above date our address will be 

5, Proctor Street, W.C. 

Trusting (5) to be favoured with your con- 
tinued support 



Re-opening of Factory after Altera- 
tions^ etc. 

With the re-opening of our ' Factor)' to- 
day, after alterations, we are reluctantly com- 
pelled to advise you that our prices have now 
to be raised, \ in consequence of the general 
advance that has recently taken place in the 
price of raw materials. At present, prices | 
seem to have still an upward tendency, but 
should any material decrease take place, we 
will only be tcx) pleased \ to readjust our 
quotations. 

We will be glad to quote you for any of our 
specialities on hearing from you (6). 



A malgamation. 

We hereby beg to inform you that we 
have this day amalgamated the two well- 
known firms of House I Furnishers pre- 
viously carrying on business under the st)le 
respectively of Joseph Wilson, of Edgware 
Road, and Lenley & Co., Hammersmith \ 
Broadway." 

All liabilities will be met, and the assets be 
taken over, by the new firm, which will in 
future I trade under the title of Wilson &* 
l^nley. 

We trust that the kind patronage shown to 
the firms in the ! past individually will be 
extended to them under the new arrange- 
ment. 

Assuring our clients of our prompt and 
careful attention (7) to their esteemed orders. 

Private Litnited Company fornud. 

We beg to acquaint you that in order to 
adjust matters of | partnership more con- 
veniently, we have registered our business as 
a Private Limited Company, under the stvie 
of 

Rawiinson & Co., ! Limited, 
no shares being issued to the public. 

This conversion will not affect the general 
management of the business, which | will be 
conducted as heretofore. 

While thanking you for past favours, we 
trust that the satisfactory relations which 
have always subsisted between us may 
continue with the Company. 



Partnership formed. 
I have the pleasure to inform you that my 
brother, (8) Mr. Henry Siddons, who ha^ 
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been with Messrs. Withers & Co., of Liver- 
pool, for many years, and, since the con- 
version 1 of the firm into a Limited Company, 
a Director of the same, joins me in partner- 
ship here from the ist | day of June next, 
from which date we shall continue the busi- 
ness under the st)'Ie of Siddons Bros. 



New Partner \ admitted. 

We have the pleasure to inform you that 
Mr. Frederick Low, eldest son of our senior 
partner, Mr. James | Low, has been admitted 
a partner in our firm as and from ist Januar)% 
1902. 

Partnership dissolved. (9) 

We hereby beg to inform you that the 
partnership heretofore subsisting between us, 
the undersigned Charles Smith and Henry 
Leslie, ! carr\'ing on business as Wine Mer- 
chants, at Fenchurch Avenue, E.C., under 
the style of Smith and Leslie, was dissolved | 
by effluxion of time as and from the 28th day 
of Februar>', 1902. 



Death of Partner. \ 

I beg to inform you that, in consequence 
of the lamented death of my brother, Mr. 
Walter Raymond, this business \ will be car- 
ried on by me under the old style of John 
Raymond and Sons. 

I trust you will still (10) continue the con- 
fidence reposed in the firm during past years, 
and assure you that the utmost will be done 
to I ensure the satisfactory execution of 
clients' esteemed commands. 



Death of Founder of P'irm. 

It is with .'deep regret that we ! have to 
announce to you ithe death of Mr. Arthur 
Wills, of Long Street, Wakefield, on the loth 
ulto., after ; a long illness. Although Mr. 
Arthur W^ills was able to take but little active 
part in the business foi some \ years, yet he 
always preserved the greatest interest in its 
welfare. The business will in future be 
carried on by (11) his two surviving sons, 
under the style of Arthur Wills and Sons. 



Connection severed. 

I hereby beg to advise you | that I have 
from this date severed my connection with 
Messrs. Roberts & Co., of High Street, E.C., 
and 1 I am now trading at the above address 
under the title of Horace Parker & Co. 

I have secured the ! sole agency for two 
large manufacturers of leads, and can promise 
you exceptional value in many of the regular 
lines I of goods which I have previously 
supplied to you. I therefore trust you will 
favour me with your esteemed support, (12) 
and remain. 

Procuration. 

W^e have the pleasure to inform you that 
we have accorded the firm's procuration ta 
Mr. Paul I Silver, who has had charge of our 
Export Department for some years. 

Mr. Silver will sign as at foot. (Facsimile 1 
of signature given below.) 

Indifferent health, necessitating my fre- 
quent absence from business of late. I have 
given power of procuration \ to my son, who 
will sign as below. Kindly note the sig- 
nature, and regard the same as my own. 

Re I Stocktaking. 

Please send us a full Statement of Account 
to December 31st, which must include the 
invoices of all (13) goods delivered, and not 
yet paid for, whether " dated forward " or not, 
and all goods on ** memo " or " approval." 

Please | take note that after this advice we 
cannot hold ourselves responsible for any 
goods, whether "dated forward " or not, or j 
sent on "memo" or "approval," which arc 
not included in your Statement. 

The Warehouses will be closed on the 30th | 
and 3istinst., and goods will not be received 
on those days. 

Please take special note that no goods | 
(except those specially applied for) will be 
received after Saturday, 23rd December, till 
Monday, ist January next, and the (14) date 
of ever)' invoice received after Thursday, 
26th December, will be altered to January 
1st, and passed in that | month's account. 

No forwarding instructions will be given 
out after Saturday, 23rd December. 



{To be continued,) 
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GUILBERT PITMAN, Editor, 
(Late Manager for ju any years to 

Sir Isaac Pitman & Sons, Ltd.) 
AlUress : - Cecil Court, Charing Cross Road, 
L«mdon, W.C. 



Commitniiations on matters of general interest to 
■our readers are solicited. All Contributions f 'which 
must be written on one side of a sheet of paper in 
longhand or typewriting) and sketches submitted 
must have the names and addresses of the senders, and 
be accompanied by stamps. If the contribution is not 
original the source from which it 7vas taken must be 
stated. Payment for accepted contributions is made 
when required ; but, unless distinctly asked for, 
copies of the magatine will be sent as sufficient 
acknmoledgment. The Editor will endeavour to 
send back rejected MSS. , but cannot guarantee their 
safe return. The Shorthand World is issued 
about the 2sth of each month, and should be obtain- 
able at all newsagents, booksellers, and at the railway 
bookstalls throughout the United Kingdom by the ist 
of the following month ; or it will be sent post free 
to any part of the world (carefully packed) for 0a. 
a year, payable in advance. 

ENT. STATIONERS' HALL. ALL RIGHTS RESERVED. 

Cauiion. — // is not intended to publish bound 
volutnes of Thk Shorthand World, and sub- 
scribers are particularly urged to take ei'ery pre- 
caution against missing or losing any of the monthly 
numbers. A title-page and index will be included 
in the twelfth number, and an artistic binding 
cori'er loill be supplied at a nominal charge. 

All communications respecting Advertisements to 
be forwarded to Mr. F. E. Pottkr, 56, Ludgate 
Hill, E.C. 

Telephone: No. 1,160, Holborn. 
Telegra ms : ' ' Exultation , * London. 

In our next number (ready Feb. 25) will appear 
fin article of an extremely interesting and outspoken 
character, entitled : — 

NOW TO PREPARE FOR THE SOCIETY OF ARTS 
TYPEWRITING EXAMINATION, 

By ARTHUR E. MORTON 
{Type'Mriting Examiner to the Society 0/ Arts). 

Mr. Morton has been connected with the art of 
typewriting since practically its introduction into 
England, that his obsen'ations on the subject should 
prove of great interest. 



Answers to Inquiries. 

Queries are solicited for this section. Only ques- 
tions and answers of general interest to our readen 
can be inserted. Correspondents are respectfully re- 
quested to bear in mind that communications skottld 
be written or. one side of the paper only, and that ike 
name and address should always be given (initials 
only will be printed). 

^ ^ ^ 

[I] CARBON COPIES.— F. D. (.\nerley) 
writes :— I shall be glad if you will inform me in 
your new mngazine which is the proper way to 
take carbon copies on a typewriter. 

Few things are more annoying than to find 
in using carbon-paper for duplicating circulars or 
letters, a reversed impression caused by wrongly 
inserting the papers in the machine. The correct 
method is as follows, notwithstanding instnictions 
to the contrary to be found in many typewriter 
manuals : Lay the first sheet of your letter-paper 
on the table in the natural position, with the 
heading upward. On this lay the carbon-paper, 
coated side downward ; on this another sheet of 
letter-i>aper, heading upward ; another sheet of 
carbon coated side downward, and so on to the 
required number ; and, presuming you have not 
removed the ink ribbon, finiih up with another 
sheet of letter- paper. This last sheet takes the 
ink impression from the types, and is called the 
* * top copy. " Now take a slip of paper two inches 
wide and fold it down the centre, put this on the 
top edge of your batch of liapers to prevent their 
wrinkling, and put the whole into the machine 
exactly in the same manner as you would a single 
sheet of letter-paper, the back of the first, or 
bottom sheet when lying on the table, being next 
to the carriage cylinder. In manifolding many 
thicknesses of thin, plain paper, the procedure Ls 
slightly different. Operators using Japanese or oiled 
manifolding tissue in blocks, with the top edges 
fastened with elastic binding, should tear off the 
number of sheets required in one batch, and not 
in single sheets. Then, by inserting full carbon 
— that is, paper carbonized on both sides— in every 
other sheet of tissue, the whole can be inserted in 
the machine in the ordinary way, without using the 
two inch wide strip. In this case the carlxjn 
prints up and down, and as more f irca must be 
employed in manipulating the keys, the ink ribbon 
must be unpinned out of the way so that the types 
strike directly against the paper. It will be seen 
that in using full carbon only half the number ot 
sheets are necessary — four carbons making eight 
copies ; and there is the further advantage that 
with fewer papers being in the machine the 
alignment will be better. 
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Answers to Correspondents. 
^ ^ ^ 

Many Correspondents are sincerely 
thanked for their written and tele- 
Sraphed expressions of fraternai and 
warm-hearted cordiality. 

Tkacukk. — W'c are not disposed to draw any- 
invidious comparisons between the two systems 
alluded to, and not having heard anything of either 
of them lately, we are not at present able to judge. 

P. C. (Northampton) and many other corres- 
pondents are thanked for their good wishes. 

Pro Bono Publico.— Too personal, especially 
over an assumed name. 

G. L. J.— Send your full address. We shall be 
pleased to put you in communication with a short- 
hand teacher in your town. 

W*. J. F. — We will endeavour to do so. 

LovKR OF Shorthand is thanked for his com- 
plimentary letter. 

Enquikkr.- The shorthand phrase you suggest 
for the title of this magazine is unsafe. 

J. S. — We are aware that such statements have 
appeared. 

Anxious One. — In view of your qualifictitions, we 
should say from 25, - to 30/- a week. 

W.\LTKR.— Translating work is very difficult to 
obtain. As you proljably know, it is a very difficult 
matter to translate a novel into good English, and 
preserve tiie spirit of it as well as the letter. 

Rkv. (i. T. — We do not pay for contributions 
unless we make a contract to do so. See instructions 
to contributors on another page. 

J. (Kilburn). — The matter is a very interesting one. 
We are. like yourself, curious to know what the 
result will be. 

Typist.— American typists, as a rule, use the four- 
finger method. In this country the three-finger 
method is more generally used. .\n article on the 
subject will shortly api^ar in these columns. 

M. S. \l. — Many thanks for your suggestion. 
You will notice tliat it has been adopted. 

J. H. W.— Yes. 

W. (Hull). — We do not know of any journal 
printed in the " reformed spelling. " 

H. T. F. — Thanks for your kind and interesting 
letter. 

P. C. A. (Hatfield). - I'he Society of Arts F-xami- 
nations will be held from .April 14 to 17 inclusive. 
Grades II. and I. in Shorthand being taken from 7.30 
to lo.o p.m. on the 17th. First, Second, and Third- 
class Certificates will be granted in Grade II., and 
Certificates of one class only in Grade I. We under- 
stand that the proposal to add a Third or Advanced 
Grade will not be carried into effect this year. The 
last day for receiving applications is Wednesday, the 
19th Niarch : your form should therefore be posted 
not later than the i8th March. 



Prize Competitions. 

(Subject to the General Conditions printed in this 
Number.) 

"Our Indian Empire " Competition (No. i). 
"Oor Colonies in the Antipodes" Competition 

(Xo. 2). 
" The Dominion of Canada " Competition (.No. 3). 
"British Africa" Competition (No. 4). 
" Tbe United States of America " Competition. 

(Xo. 5). 

Only open to our readers in the above countries 
respectively. No coupon required. 

Write out on a post-card in the corresponding 
style of shorthand, fully vocalized, a paragraph of 
alx)ut 100 words from a local newspaper. 

.A prize of a jxicket of twelve post-cards with beauti- 
fully printed photographic x-iews of London will be- 
given every month to each of the six readers in each 
of the above five countries (f.^., thirty packets are 
offered monthly) for the best specimens of shorthand 
writing. 

The competitions will be examined monthly, and 
the names of the winners inserted in this magazine. 
Post-cards received too late for one month's issue- 
will be taken with the next month's competitions ; 
thus every competitor hns an equal chance. 

Names and addresses must be distinctly written in 
longhand ; especially those of our Indian readers. 

^ ^ ^ 

"Special" Monthly Literary Competition 

(No. 6). Open to all readers. 

Prizes of Two Guineas and One Guinea, resjxic- 
tively, are offered * monthly for the two best original f- 
articles, of about 1,500 words, in the field of short- 
hand, typewriting, commerce, or journalism. 

The following points will be considered in the 
adjudication of the prizes :— grammatical construc- 
tion and punctuation, perspicuity and vivacity of 
style, conciseness and facility of expression. 

Competition closes 25th .March. 

"DaUy Life" Competition (No. 7). Open to- 
all readers. 

Two prizes, each of a los. 6d. Fountain Pen, will 
be awarded for the best two essays describing briefly, 
in homely .\nglo-.Saxon words, how the competitor 
spends his or her daily life in the city, from the 
time of leaving home in the morning until returning 
in the evening. Competitors should not deal with 
statistics, processes of production, or purely business - 
matters, but should confine their remarks to the part 
played by themselves as shorthand-writer, typist, 
or cashier, as the case may be; describing their 
duties, surroundings, fellow-clerks, office equipment, 
books used, lunch-hour, &c. We need hardly say 
that the description should lie such as will not 
identify the establishment written about. Each 
paper must bear a motto or nom de plume for- 
publication in the event of its gaining a prize. 
Name and address will not be published. 

Competition closes loth .\pril. 

"Teachers'" Competition (No. 8). Open to^ 
fonrign and colonial teachers of typewriting only. 

\ prize of a standard work on the typewriter will 
be awarded for the best specimen of a single page 
typewritten prosjiecius of .1 school of shorthand and\ 
typewriting. No coupon required. 

(Competitions must reach London not later than 
15th May. 

* The Editor, at his discretion, may withhold the fir^t 
prize in case no MS. is thought worthy of the award. 

t It is to lie understood that the article submitted has- 
n >x been previously published. 
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"Cartoon" Competition (No. 9). Open to all 
readers. 

A Half-gainea Fountain Pen as first prize, and a 
five-shilling gold pen as second prize, will Ije awarded 
for the l)est suggestions for a humorous cartoon 
illustrative of a rule in the shorthand text-books. 
Our readers are not rec|uired to send a drawitiif 
(which would limit the competition to the few) but 
merely a description of what the cartoon should be. 
The description, however, may be accompanied by a 
rough skvtch, if desired, to Ijelter illustrate the idea. 
Such a sketch, per se, will liot l)e taken into con- 
sideration in the adjudication. 

Competition closes 25th March. 

"Typewriting" Competition (No. 10). 0|)en 
to all readers. 

A prize of 5s. will be awarded for the best specimen 
of a tyi^wrilten business letter (not necessarily 
original composition) of about 150 words. 

Competition closes 1st March. 

" Lady Typista' " Competition ( No. 1 1 ). Open 
only to lady lyi-ists residing in foreign countries or 
the colonies. 

Two half-crown novels will l)e awarded for the two 
l>est specimens of a typewritten letter accepting (or 
declining) an invitation to a wedding. No coupon 
required. Competitions must reach London not 
later than loth May. 

"Typewriting" Competition (No. 12). Open 
to all readers. 

A prize of 5s. will be awartied for the l)esl four 
hints on "How to increase one's speed in type- 
writing." 

Competition closes ist March. 

We have received a copy of '* Shorthand Examin- 
ations : How to prepare for them and how to pass 
them," by Edward A. Cope, which has an immediate 
interest. The .work is lithographed in I^sy Report- 
ing Style by Al. Munro- Peebles, and is prefaced by 
a special introduction in ordinary type by James 
Pirie, M.A. The price is 6d. 

Never handle an account-book except with 
clean hands. 

Three bronze pennies weigh one ounce ; 
so do five half-pennies. 

It is advisable that the cash-book be 
posted by a different person from the one 
who keeps it. 

The true gentleman is one whose nature 
has been fashioned after the highest models. 
It is a grand old name —that of gentleman, 
and has been recognised as a rank and 
power in all stages of society. To possess 
this character is a dignity of itself, command- 
ing the instinctive homage of every generous 
mind, and those who will not bow to litular 
rank will yet do homage to the gentleman 
His qualities depend not upon fashion or 
manners, but upon moral worth — not on 
personal poscssions, but on personal quali- 
ties. — SffiJles. 



Are You out of a Berth? 

The following are a few advertisements ef vaeant 
situations clipped from luirivus sources at the Moment 
of going to press. 

Though by the time this magazine is printed tkej 
will be necessarily late, it by no means follo^vs that 
the 7Micancy has been permanently billed. Readers 
looking out for a " comfortable berth " should lose no 
time in sending in their application direct to the 
advertiser. 

The applicant should bear in mind that his letter 
may be received with some forty or tifty others, and 
that the writer will be judged by the style of his 
communication. The letter should, therefttre, be 
loriiten in a firm hand xoith black ink on gtH>d paper, 
and should be brief, neatly arranged, properly 
punctuated, correctly spelled, and expressed in c4ear, 
good English. Applicants must state (/) age; {2) 
experience ; {j) qualifications ; (4) speed ; {<) salary 
required ; (6) references — enclosing copies only oj 
testimonials. The date, name, and address should 
not je omitted ; and there is no occasion to go into 
family matters. 

J^ J^ J^ 

WANTED.' an eduaited young L.\DY (Pro- 
testant), as expert shorthand wriler ( Piiman'sJ, 
typist (Smith-Premier or Remington), arid general 
clerk to a gentleman in public work ; must live within 
easy distance of Surbiton ; will also have care of 
libmry, and general i>apers, and must know how to 
keep them in order.— Apply by letter only, stating 
speeds, etc. , and giving copies of three te:>limonials. 
and specimens of work, to C.W., care of J. G. King 
and Son, 10, Bolt Court, Fleet Street, E.C. 

A(;entlemanly young man re- 
quired, for an insurance office. Shorthand 
and typewriting essential. Salary to commence ^f 50 
per annum. — Address N. G. , care of Street's Agency, 
30, Cornhill, E.C. 

CLERK W.ANTKD. (Jerman and French corres- 
pondence, with fair knowledge of English and 
book-keeping. State experience, references, salary 
required.— Write R, 434, Deacon's Advertising 
Offices, 154, Leatienhall Street, E.C. 

WALPOLE HROS. (Ltd.) require JUNIOR 
clerk for their Sloane Street house. One 
with knowledge of shorthand preferred. Outdoor. — 
.\pplv at 102, High Street, Kensington, W. 

CLERK and CAN V.VSSER REQUIRED at 
once, in house and estate agent's office in N.W. 
district. Must be good writer and understand regis- 
ter work and negotiations. Salary f^i f>er week and 
com. --Replies to House, care of Streets .Agency, 
30, Cornhill. E.C. 

CLERK, (iood shorthand and typewriting ( Ham- 
mond machine). One with experience in 
machinery and metal trade preferred. —State age, 
experience, &c. , to B. and L., care of \Vm. Dawson 
and Sons. 121, Cannon Street, E.C. 

JUNIOR CLERK, for the entering desk. RE- 
QUIRED in a shipping office. Commencing 
s;ilary ;^4o per annum.— Address, stating age, pre- 
vious employment, &c.. H. G., care Davies and Co., 
Advertising Agents, 23, Finch Lane, Cornhill. 
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This 
Typewriter, "il 



a 




THE ELLIOTT AND HATCH 
TYPEWRITER 

WRITES your LETTERS, INVOICES. 

Sic, and your COPY in BOOK at 

One Operation. 

WRITES on Paper of any Width, and 

Cards of any Thicicness; and Writes 

in BOUND BOOKS. 

Send for Catalogue *«W" to 
The AMERICAN TYPEWRITER CO., 

87, Gracecharch Street, LONDON, E.C 

'' Cbe Young engineer '' 

DRAWING 



PENCILS. 



Hard, Medium, Soft 



each Id. 



The "G. P." 

SHORTHAND NOTEBOOK. 

No. 1.— 80 pages, Id. 
The "G. P." 

SHORTHAND NOTEBOOK. 

No. 2.— 160 pages, 2d. 
18. worth, assorted, sent post free. 

London: GUILBERT PITMAN, 

CECIL COVBT, CHARING CBDSS ROAD, W 0. 



Special Features.— Hl^h in quality, low in price. 
Made of highly compressed graphite. Great lasting 
powers, the point being retained a remarkably long 
time. Absence of glaze, the effect of a pencil sketch 
being greatly enhanced. 

Price, carefully packed, and seni post free, Is. 

per doz. ; sample of six, 7cL ; ihree, 4d«, 

assorted grades. 



GEXERAL CONDITIONS APPLICABLE TO 
ALL OUR PRIZE COMPETITIONS. 

Jl Jl Jl 

1. No article of any kind sent in competition can 
be returned. 

2. No correspondence can he entered into relating 
to the competitions. 

3. The result of each competition will be made 
known in these columns in the earliest possible issue 
after the close of the competition. 

4. The Editor s decision will be in all cases final. 

5. The work must be the competitors awn, and be 
luritten on one side of the paper only. 

6. The full name and address of the competitor 
must be ivritten at the top of the hi rut page, in long- 
hand, together with the number of the competition. 
If a photograph, write the particulars on the back oj 
the print. 

7. All the competitions must be endorsed on the 

outside of the envelope " Competition, No. ," and 

be posted to the Editorial address. 

8. The Coupon corresponding to the competition 
(unless specified *' No Coupon required") must be 
attached to every competition sent in. 

9. Readers may compete for as many of the compe^ 
titions as he or she chooses, but may not matsc more 
than two attempts for the same competition. I See 
Rule%.J r . i 

la Pen and ink or the type^vriter should be used 
in all cases, unless otherwise specified. 

11. The Editor reserves the right to publish any 
competition received, whethtr it gains a prize or not. 

12. Carefully re-read the above bejore competing. 



M A \-l COMPETITIONi. E- 



I 



fi y-l CONlPETITIoSi^. X 

( 3 S.WjCOUPOX K 
7 i-l cOMPi-yrrrioRr. X 



N( 




Wo 10 {J swcoupox % 



No.i2| 

!fe2 ,i^ 



COMPKTITIOM 
S.W COUPON 




The only way to tell whether you can 
write quicker with a 

GUILBERT PITMAN 

S HORTHAND PEN, 

IS TO TRY ONE. 
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Afonthiy, 
Price 4d. «*/. 



ISy S CEfelNElR^ /•«//«.. 6d 



the World. 



^ DoToted to the IntereiU of aU Amatenn 
i^ and Students of Carpentry. Mecbanlct, 
^^ Electricity and Engineering. 

^^ 

The Leeds Mentiry says :—" Will be found an 
admirable aid to students and others desiring 
practical hints. May be safely commended to all 
young people seeking assistance in the arts and 
crafts. . . . The articles are by authorities, and the 
letterpress and the illustrations are alike excellent." 




Contents of Number II. 

The "Tuppenny" Tuhe. Five Illustrathns, 

Pneumatic Tools. Three Illustrations. 

A Startling Sugoestion. 

A New Lathe. Otu Illustration. 

How to Make Cells or Batteries. Full Page Illustration. 

A Lathe from Second-hand Parts. Txvo Full Page 
Illustrations. 

Home Carpentry: Mainly about Shelves. Numerous 
Illustrations. 

Two Useful Articles in Fretwork. Full Page Illus- 
tration. 

A Cylinder Electrical Machine and its Construction. 
Full Page Illustration. 

How to Make a Simple Trlephonk. Tu*o Illustrations. 

The Coming Engineer and Machinist. 

How Ti) .Make a Bed-Trav. Ont Illustration. 

Partitioning off a Room. One Illustration. 

Fourteen New Prize Competitions. Etc., etc. 





Contents of Numbkr I. 
OcKAN Gkkyhounds. Sei'en Illustrations. 
Pkrpktl'AL Motion. Three Illustrations. 
Stk AM Tl'KBINKS. Ttco Illustrations. 
A Chkap and Kfficiknt A( ( l.milator. Fii-e 

Illustrations. 
How to Makk an Elkctric Motor. Full 

Page Illustration. 
SoMK Facts about Exprkss L(x:omotivks. 
How to Makk a Carff.nter's Bknch. Full 

Page Illustration. 
How TO NLVKK A BlCYCI.K Shkd. Full Page 

Illustration. 
MoDKi. Railway Track. One Illustration. 
Twf.lvk Prize Competitions— Short Lengths 

— •* Tabloids "—Answers to Corresi»ox- 

dknts— New Catalogues— Latest Ijooks. 




Contents of Number III. 

Lilliputian Railways and Trains. Illustrated by Four 
Chartning and Unique Photographs. 

Telephony for the Million. 

How to Make a One- inch Spark Coil. Full Pa^e 
Illustration, 

.Solders and Soldering. Amateurs' Diflficuhies Explained. 

How TO Make a Music-Holder and Overmantel is 
Bamboo. Full Page I llustrekion. 

A Lathe from Skcond-hand Parts. Full Page Illustration. 

Some Notes on Aluminium and its Alloys. 

The Young Engineer's Windmill, and How to Make it. 
Full Page Illustration. 

A ** Makeshift " Bureau : How Put Together. One 
I lilts ration. 

Results of Prize Competitions— New Series or Com- 
petitions—Answers to lN(,)tiRiEs— Etc., etc. 



The Engravings are reduced ftusiitiiles of the Illustrations in The Younc; Enc.ineer. 

SIMPKIN, MARSHALL, HAMILTON, KENT & C, Limited, LONDON. 
Or any Newsagent^ Bookseller^ or Bookitall. 
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OF THE 

Points 



WHICH MAKE THE 




Prio« 

£11 lis. 



BUCK 



ENSDERFER 

Typewriter 



so GREAT A FAVOURITE are: 

ITP DflDTADII ITV It weighs oniy 6 lbs, without case, and but 
I I U I Un I AD 1 LI I 1 1 10^ ^^ Vl\^^^ when packed for traveUin?. 



Which is visible letter by letter as 
it is typed and remains readable 
till the sheet is finished. 



ITS VISIBLE WRITING. 

ITS INTERCHANGEABLE TYPE. *«% rju?; 

ITS BEAUTIFUL WORK. 

ITS SIMPLICITY. 



of types. 

No ribbon to smear. No pad to dry 
in patches* Always a sharp, clean 
Impression. Alignment never varies. 

Can be learned in an hour, and a child can 

use it. 



It forms an invaluable writing companion. It is specially adapted for 

Literary Work, may always be relied upon, and is easily manipulated 

at a high speed without tiring the fingers. 

The price to take 
foolscap paper is from 



£8 8s. to £11 lis. 



T]i» B^ICX tiuliei la ItMelf thft ip«oi&l points claimed for other mocMnov, And others not 

to be fonnd elsewhere. Send for ^* The Case f<^T the BUokenaderfer," proving thi«, and list 

Bo. S9r which tella all al>oiit BllokenBderfers. 



Look out for HLlCRt ^i'*"^^ ki kk 
ELKCTKFC, early ihis yy.yx. 




ReferenoBs to users aft over ths Kingdom. 
The 

^ BLICKENSDERFER 

Typewriter Co., 

NEWCASTLE-ON-TYNE. 

London Depot: 9, CHEAPSIDE. 

West End Agency: ms, OXFORD STREET, W, 

Also in LEEDS, MANCHESTER, 

LIVERPOOL, BIRMINGHAM, GLASGOW, 
EDINBURGH, CARDIFF, DUBLIN, etc. 



[^.. L ..-. .\o.T^,iT T^/ ^j ^ SHQRrr HAfi D YlORW^ y^ r] i^i::^^ist^ii^n^^ 



{Williams Typewriter. 




Visible Writing —Direct laking — ^ Clean Cut Type — Speedy 

Action^Light ToucK^Strength — Durability. 

A WHting Machine made by Experts for Experts. 

Illustrated BesCTlptive Book sent ftee ou application to the 

WILLIAMS TYPEWRITER CO. for Europe, 104 Newgate St., LONDON. 



Blrmlneli^iii ■ T2 Cornwall Btree'E. 
Cardiff: S St. Jolin'a Square. 
PublLu: 5 Upper Ormond Quay. 

l^cUi^bUTgh : 8 Sbauawlt^k Place. 
ExeL^r: 31 Queen Btre^t^ 
GlAag(3w: 49 Bothwell Street. 
Leoi^a : 3 Park Ijane, 



SELLING AQENCIBS: 
Livorpool: 37 TiUieburn Street, 
LelcjBter: 60 HalfLirci Street, 
ManchtBter : 3 Ridgeilsld, 
Newcjiatle: 21 Colling Aood Stre>^t 
Notiingham : Prudentlai Build- 

Inga,, Queen Street. 
Porta tnouth i Pearl Bnlldinga. 
And in all ForeiBa Countries. 



Southampton : 12 Portland Street, 
New Zciland; T, SMel ft Go, 

DunfldLJu. 
Bombay: S Ohurchgat^ BU Fort, 
Cape Tqwh : 12 Arderaea BuUd- 

Ingfl, Longmarltet Street. 
Sydney; 91 Pitt Street- 
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*c4n Instantaneoas Success/^ 
Monthly. 





FOURPENCE. 
Post Free, 5d. 



horfhan 





MARCH, 1902o 




3f(mihfy, Price 4d. net. 
^osi Free, 6cL to any p^rt of the World. 

Devoted to the tntereete of att 
Hmateura and dtudente of 
Carpentry, 
)^echantc8, 
6tectrtctty, and 
Sngtneertng. 

The Leeds Mercury says : — '* Will be found an 
admirable aid to students and others desiring 
practical hints. May be safely commended to all 
young people seeking assistance in the arts and 
crafts. . . . The articles are by authorities, and the 
letterpress and the illustrations are alike excellent." 

l^ /* 

SIMPKIN, MARSHALL, HAMILTON, KENT A Co.. Ltd.. 
LOHDOH. 

Or any Newsagent^ Bookseller^ or Bookstall, 



\ Williams Typewriter. 




VISIBLE WRITING-PAD-INKING.I 
Saves LABOUR. Saves MONEY. 

Saves TIME. Saves BRAINS. 

Illustraled Book Free, 

WiffiamsTypewriter Co."»* "SSSfS." 



GUILBERT PITMAN, Cfxil Court, Charing Cross Road, London, W.C. 

Ent. Bta. Hall. 



5/- Per Annum, post free 

to any part of the world. 
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2M000 Words With One Pen!!! 

Oyerwhelming Proof of the 
superiority of 

WATERMAN'S IDEAL FOUNTAIN PENS. 




" 17. Pemliroke Road, Earl's Court, W. 

^' April 13th, IQOI. 
" Dear Sirs, — It may interest you to know that this letter 
U written i*ith a WATERMAN S IDEAL FOUNTAIN 
PEN, which I bought in Ireland nine \-ears ago, and which. 
1 fancy, has made a record unequalled ance the world 
began. Without a single change of nib during all this time, 
without a single incapacitating accident, it has written con* 
siderably over Two Million Words, and it is as good to-day 
as it was the day I bought it ! 

" Long ago a scribe wrote at the foot of his inanascript : 
" * With one sole pen I wrote this book, 
Made from a gray ^oote quill ; 
A pen it was when I it took, 
A pen 1 Xeaxt it still.' 
"This lKX)k contained about twelve thousand words- 
just a weeks work of my * Ideal.' 

"This is the catalogue of work done up to the present by 
my pen: 



Words. 

* I Forbid the Bann^ ' 1 20,000 
' From the Bush to 

the Breakers ' . . . . 100,000 

* A Grey Eye or So ' 1 10,000 
' Journalist's Note- 
book ' 90,000 

' One Fair Daughter' 140,000 

* Two in the Bush ' . . 70,000 
' The Two Clippers ' 100,000 

* The Secret of the 

Court ' 75,000 

'They Call it Lo%'e' 130,000 

' Sale of a Soul ' 40,000 

' Dr. Khoomadhi ' . . 30,000 



Words. 
' Phyllis of P^iilistia' 80,000 

* 'ITic Jessamy Bride' 80,000 
' In our Hours of 

Ease • 60,000 

' The Millionaires ' . . 80,000 

• The Faul Gift ' . . 130.000 
' Well, After All ' .. 80,000 
'The Conscience of 

Coralie ' 130,000 

' According to Plato' 80,000 
'The Impudent 

Comedian ' 55,ooo 

' Nell Gwyn ' 65,000 

•The Girls of the 

House ' 85,000 

' A Nest of Linnets ' 130,000 



*' If to these fif^res you add 100,000 words for short serials 
and stories contributed to The lilttstrated London News, 
TJie Graphic, The Queen, The Lad/* Realm, Black and 
IVhiie, Thv Ladys Pictorials The Gentlexvoman^ The 
Woman at^ Home, Puttch, Pearson's Magazine, and many 
other publications, leaving out of the question altogether 
thousands of letters written by myself and my wife, you 
you will find, I think, that this ' one sole pten ' has written 
considerably over Two Million Words. If this is not a 
record, I am greatly mistaken. During all this time my 
• Ideal ' has acted up to its name ; it )na& never misbehaved. 

" It occurred tu me that these statistics might interest 
you. Pray consider that as their measiu-e is, so is the 
measure of my gratitude to the inventer of the ' Ideal ' 
Pen.— I am, your> faithfully, 

' F. FRANKFORT MOORE. 

"Messrs. L. and C. Hardtmuth." 

Watenoan's Ideal FonntaiD Pen 

IS BA8ILT FDtST FOB 

Perfeotion of Manufacture. Elegance in Appearance. 
Easy-Flowing Writing. Simplicity and Durabiuty. 

It has the largest sale In the world, and is used in the 
Koval Family. I has received the Highest Awards in every 
Exhibition where shown, including Gold Medal at Paris, 
T900. Insist on Waterman's Ideal if you want the best, 
and to avoid the vexation arising from unsatisfactory pens. 
Any highrclass stationer can supply these pens. 

From 108. 6d. upwards, to salt all requirements. 
I. & C. HARDTMUTH. 12, COLOEH LANE, LOHDON, E.G. 



35 VOLUMES OF NEWNES* 

Library of Useful Stories 

HAVE NOW BEEN PUBLISHED. 

Price Is. each. Strongly Bound in Blue 
Cloth. Post Free, 1/2 each. 



Th« Story of the Start. By G. F. CHAMBrr^. 

F. R . A. S. With a4 1 llustrations. 
The Story of Primitive Man. By Edwaku Cli du. 

With 88 Illustrations. 
The Story of the Plant*. By Grakt AuLtv. 

With 49 Illustrations. 
The Story of the Earth in Past Ages. By H. (;. 

Seklev, F.R.S. With 40 Illustnuions. 
The Story of the Solar System. By G. F. Cm ax. 

BERs, F.R.A.S. With 28 Illustrations. 
The Story of a Piece of Coal. By E. A. Makttv, 

F.G.S. With 38 Illustrations. 
The Story of ElectHcity. By J. Munro. ^"nh 

100 Illustrations. 
The Story of Extinct Civilizations of the East. 

By R. E. Anderson, M. A. With Maps. 
The Story of the Chemical Elements. By M. M. 

Pattison Muir, M.A. 
The Story of Forest and Stream. By Ja^ii^ 

RoDWAV, F.L.S. With 97 Illustrations. 
The Story of the Weather. By G. F. CHAMMk>. 

F.R.A.S. With 50 Illustrations. 
The Story of the Atmosphere. By Dulgi-'\^ 

.\rchibald. With 44 Illustrations. 
The Story of Qerm Ufe : Bacteria. By H. W 

Conn. With 34 Illustrations. 
The Story of the Potter. By C. F. Bisns. X^Tth 

57 Illustrations of Ancient and Modem Pottery. 
The Story of the British Coinage. By G. i:. 

Rawlings. With 108 Illustrations. 
The Story of Life in the Seas. By Sidney J. 

Hickson, F.R.S. With 43 Illustrations. 
The Story of Photography. By A. T. Stor> . 

With 38 Illustrations. 
The Story of Religions. By the Rev. £. D. Pricf. 

F.G.S. 
The Story of the Cotton Plant. By F. Wilacin- 

soN, F.G.S. With 38 Illustrations. 
The Story of Qeocraphical Discovery : How the 

World became Known. By Joseph Jacok^. 

With 24 Maps etc 
The Story of the Mind. By Prof. J. M. BALomiN. 
The Story of the British Race. By John Munro. 

With 4 Maps. 
The Story of Eclipses. By G. F. Chambers 

F.R.A.S. With 19 I llustrations. 
The Story of Ice in the Present and Past. By 

W. A. Brend. With 37 Illustrations. 
The Story of the Wanderings of Atoms. By 

M. M. Pattison Miir, M.A. 
The Story of Life's Mechanism. By H. W. Covy. 

With 50 Illustrations. 
The Story of the Alphabet. By Edward Ci.odd. 

With 90 Illustrations. 
The Story of Bird Life. By W. P. Pncraft. 

With Illustrations. 
The Story of Thought and Feeling. By F. 

Ryland. Author of " Ps>xholog>', an Introductor>- 

Manual. ' 
The Story of Art in the British Isles. Bjr J. 

Ernest Phythian. With numerous Illustrations. 

of Early and Recent Art. 
The Story of Wild Flowers. By Prof. G. Hrnslow. 

With 56 F^res in Text. 
The Story of Books. By G. B. Rawlikgs. WiiU 

a I Illustrations. 
The Story of King Alfred. By Sir Walti .. 

Besant. 
The Story of Fish Life. By W. P. Pycraft. 
The Story of Architecture. By P. L. Watek - 

HOUSE. Illustrated. . . 



VOZiUMBS. 

The Story of Euclid. By W. B. Franicland. 
The Story of Lost England. By Beckles Willson. 
The Story of Music. By F. J. Crowest. 
The Story of Animal Life. By W. B. Lindsay. 

OEOROB NEWNB8, LTD., 
7-12, Soathampton Street, Strand, W.C. 
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Macmillan's Commercial Books. 

LECTURES TO BUSINESS MEN.— My LoRn Avkblkv, F.R.S.. Sir Coirtknay Bovr.i:. K.C. M., 

T. M KiNNoN Wood, LI.. D., D.L. . J. P. . and others. Crown 8 vo. 28. 6d. 
HINTS ON THE CONDUCT OF BUSINESS.~Hv Sir C. JJovlk. K.C. B. Glol>e 8vo. Sa. 6d. 
BOOK-KEEPING FOB BUSINESS MEN.— By J. Ihornton and S. W. Tjiornto.v. Globe 8\o. 38. 6d. 
.""^ ABC Automatic Balancing Charts for same. Is. the set. 



MODERN MANUALS OF 



COMMERCE SERIES. 

I. Graham. Insixxtor under the 



By V. H<KJPKR, Secretary to the Bradford Chamber of Commerce, and 

West Ridinj County Council. 

COMMEBCIAL EDUCATION AT HOME AND ABROAD. ( rown 8vo. 68. 

MODERN BUSINESS METHODS.— The Home Trade. Third Ediiion. 23. 6d. 

THE TEACHER'S COMPANION TO THE SAME.-2s. 6d. net. 

FACSIMILE MODERN BUSINESS FORMS.-Book I , I he Home Trade. 6d. 

THE BEGINNER'S GUIDE TO OFFICE WORK.-Sewed Is. 

MODERN BUSINESS METHODS.— Import and Export Trade. 33. 6d. 

FACSIMILE MODERN BUSINESS FORMS.-Book II . ICvport Ir.ide IVice Is. 

and Ships. Price 9d. 
MODERN BOOK-KEEPING AND ACCOUNTS.- By Wii mam Aixjik. F( A 

Part I., Klementan-. l3. 6d. Rfadv. Parts II. and HI. /^aufv Shorf/v. 



Ik)ok HI., Imports 
In Three Parts.. 



COMMERCIAL SERIES. 

D. , Headmaster of Westminster, (ilobe 8vo. 

3s. 6d. 



MACMILLAN'S 

Edited by Jamks Gow, Litt. 

HISTORY OF COMMERCE IN EUROPE.-Bv Rev. II de B Cjibbins. MA 
COMMERCIAL GEOGRAPHY.- Bv Professor E. C. K. Gonnkr, .\I.A. 3s. 
COMMERCIAL ARITHMETIC— By S. JA( kson, MA. 3s. 6d. .Vn.s^ver^. Is. 
COMMERCIAL LAW. By J. E. c:. Mi nro. LL.D. 33. 6d. 
MANUAL OF BOOK-KEEPING.- Bv J. Ihornto.n. 78. 6d. 
COMMERCIAL GERMAN.— By F. Covkri.ev Smith. B..\. 3s. 6d. 
COMMERCIAL SPANISH. —Bv Professor Dklhos. Instructor H.. M.S. Britannt.i 
MARINE INSURANCE. -By \\'. Gow. M.A.. Ph I). 43. 6d. 



Dartmouth. 3s. 6d. 



MACMILLAN & CO., LIMITED, LONDON. 



5ystem — Success. 

MEIHOD is essential to 
SC( ( ESS. and ihe GE( d'.l. 
CARD INDEX is the j; , ,, 
est sysiemaiKser of any i . ■! 
of business. W'ilh iheCJI ■ 'i 
('Akl> I.NDKX records, i. 
lisiio-. intormni'on of ■ i 
kinds is classihed and in- 
dexed so that any item t, m 
be found instantly. Adaj ted 
to prnclically any busin« 
it- use prevents loss of tin 
I«Mkage of important j^x 
iiculars. saves money, 
and is indispens ible to 
business and alsj pro- 
fe.'ssional men. 

Our No. "S 'Cata- 
l-O'Ji K explains the 
system, and will be 
sent FREE to readers 
of Thf Shorthand 
World interested. 

Callers at any of our depots, will have every facility 
to see the working of the system. 

Elastic Book-Cases. Gem Cabinets. 

Filing: Cabinets. Flat Desks. 
Office Appliances. Library Furniture. 

THE GLOBE WERNICKE GO. LTD. 

I-oniierly Thos. Turner { I^icesterl Ltd.. 

44, HoLBORN Viaduct. London. E.G. 

82, Victoria St.. London. S.W. 

LiTerpool, Birmiogham, Leicester, & Bradford. 

D 




Business Men, Scientists^ 

G)flectorst and others. 



PLBA8E 
HOTB:- 



K y ^ H I Ci jjl c)4c u r Sil: ie [. kJe , 
Si^uLJi Kensington. 
April jiMhl tgtux 
I '* I nm gradually filing 

.1.1] n\y nuies nindi ncus. 
4>api>:r coitiii^ of I he tKit 
ten year* \u vjur V\\<% 

;ind T tir.d I uri W«ll r»- 

paid; Top this work by 
the convenlenee of 
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ITie .SiolzenbcfK Filing System is quite unlike any 
other. It is the Simplest, Cheapest, Handiest, and most 
Perfect System Invented. It was suggested by the actual 
needs of the originator six years ago, and the invention is. 
so unique that already over 25,000,000 are in use. The 
File is suitable for the private or professional person with 
lew correspondents, and is positively indispensable to large 
coiiccrns. It is used by thousands of firms on the Continent,, 
inchidiiig Krupps, Lever Bros., Ltd., Siemens & Co.. 
CJtrman Government In>urance Co., Hankers, Accountants^ 
Insurance Offices, etc., and many large English Firms have 
adopted it. 

Correspondence classified by Colours. Files supplied io 
six Colours. Files 2d. to 5d. each. 

SttiitpUs as follmv^i-t octavo, 1/-; 3 octavo and 3 
qnarto, 1/0; 3 quarto and 3 foolscap, 2/-. Mi sic FiLK, 
with '* Stol/enberg March Militaire,'' 1/- complete; will 
b nd 50 pieces of music at a cost of (>d. Music classified by 
colours. Kxplanatoty catalogue for the asking if you 
mention Shorthand M'orld. 

The *' Stanley " File will bind a light periodical for one 
yar at a cost of 4id. 

Cabinets on the Bailding-ap Plan from 19/- upwards. 

The^STOLZENBERG" FILE CO., 

MIDDLESEX HOUSE, Middlesex St., LOHDOH. E.G. 
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MR. GUILBERT PITMAN RETURNS THANKS. 

We believe the above is the journalistic style of heading usual 
under the circumstances ; but, seriously, Hve lii>ish to say that the 
number of congratulatory telegrams and letters received is so cyoer- 
Hvhelming that it will not be possible to answer them individually* 
We therefore trust that the senders Ji>ill accept this acknol^ledg- 
ment of sincere thanks for their kind expressions of apprdbal of 
the first number of '* The Shorthand World. '' 

At the moment of going to press with this issue, Number i of the Magazine has made 
its appearance in the shorthand world. Our belief that there would be a ready demand 
for a high-class shorthand magazine has been amply justified by the very large number of 
copies sold, even in so short a time. We have no doubt that when the Magazine has 
had time to penetrate the more remote parts of the phonographic world, its very appear- 
ance and contents will induce phonographers to subscribe who have hitherto taken Jiille 
or no interest in shorthand beyond its pecuniary worth "in the City." 

THE VERDICT OF THE PRESS AND PUBLIC. 

Received at the nnoment of going to press. 

'* Really splendidly got up. "—Ed. A. Copk. " Ii is a splendid publication.'" 

" The articles are bright and interesting, especially Imperial .\e7csagcnt. 

for the commercial young man and the young ' * Certainly bids fair to become * top of the tree. 

reixjiler." — Glasgtnu Herald. G. E Coi.LiNs, 

" (jreatly pleased — printing and get-up excellent." "An artistic production .... beautifully got 

Frkdk. T. GissiNG. up. ' — W. \. Warren. 

"The number is a very good one." "Mr, Pitman is to l)e congratulated on his initial 

Sheffield Telej^raph. effort. . . . The merits of the periodical will quickly 

•■ .\n excellent first number; .... the shorthand assure its jxipularity." — Hereford Journal [VLsx.. lyi^'. 

pages are reproduced in the clearest possible manner ; " Allow me to congratulate you upon its appjear- 

. . . . ordinary type articles are of a thoroughly ance and contents."— An Old 1*iic)N(>(;r A pher and 

useful character'.' — 7'A<r Ne^osa^ent. Newspaper Man. 



A New and Snooessitd Text-Book for Commercial Stndents. 

NELSON'S 

Commercial ArithmetiCe 

By GEORGE E. DENCH, B.A. (Lend.), Commercial School, The Polytechnic, London. 

^ggo This book la Intended to roeet the requirements of thoae desiring a Enowledga of Arithmetic 
^^^ for its practical utility in Oommercial Life. Brevity and rapidity are Inculcated tbrou^out. 
a d Mental £ zeroises have been added to practically every chapter. 

*' An excellent Text-Book." "Admirable in euery respect." "A thoroughly practical work." 

Crown 8vo, Cloth, 366 Paces, with Answers. Price 2 6. (Extracts from Press Notices.) 



mr INDISPENSABLE TO ALL STUDENTS. *^^ 

Just Published. Price 4s. 6d. Handsomely Bound In Extia Cloth. 

NELSON'S ART MONTHLY. 

This Volume contains about One Thousand Specially Ppepared Illustrations. 

CHIEF CONTENTS OF THE VOLUME. 
An Illustrated Syllabus of Art Instruction for Pupils taking the Advanced Course of a School of 
Science.— Architecture : Recreative Lessons.— Bird Studies for Schools.— Blackboard Drawing.— Butterfly^ 
Design.- Clay Modelling.— Colour Work for Schools.— Drawing from Nature.— L racing with Chalk on 
the Blackboard.— Floral Design for Bl?mentary Schools.— Qolden Hints: Model to Illustrate the Growth 
of a Tree.— Hints on Sketching from Nature.— Hints on the Teaching of Design.— Manual Instruction 
in the School Curriculum.— Manual Training in the School Curriculum.- More Light firom the West. 
— Well-Enown Pictures.— Well-Known Sculptures.— Nature-Printed Iieaves.— Nature Studies for Art 
Class Teachers' Certificate.— Notes on Qeometrical Design.— Notes on Model Drawing.— Notes on 
Principles of Ornament.— Notes on the New Perspective Syllabus.- Silhouettes cf Bird Forms for 
Brush Drawing.— Simple Apparatus for Demonstrating the Principles of Projection.— Some Funda- 
mental Aspects of Design.— Stencilling for Beginners.— Suggestions for Manual Instruction in Public 
Blementary Day Schools. —The New Drawing Regulations.— The ifchools and Methods of Christian Art. 
—The Search for the Picturesque.— Woodwork for Svening Schools.- Woodwork for Small Schools. 



THOMAS NELSON & SONS. 36 & 36. PATERNOSTER ROW. LONDON, EG. ; EDINBURGH AND NEW YORK. 
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How to Prepare for the Society 

of Arts Typewriting Examination. 

By ARTHUR EL MORTON, Examines 




THE AUTHOR. 

THERE is a widely-diffused idea that 
the art of typewriting requires 
little or no study ; but the sooner 
it is recognised that the subject must be 
properly taught and properly learnt, the 
better for all concerned. Typewriting is any- 
thing but a trifling subject, and the popular 
conception that there is little to learn beyond 
the offices of the various parts of the machine 
and familiarity with the keyboard is a pure 
fallacy ; the person who can do little more 
than " press the keys " is no more entitled to 
be designated "a typist," than the person 
who manages to strum a few tunes on the 
piano is entitled to be considered "a 
musician." Unquestionably there rests upon 
teachers the great responsibility of develop- 
ing the art and of impressing the importance 
No. 2. 



of it upon those with whom they come into 
contact. 

It is in the commercial world that the 
typewriter has gained its widest popularity ; 
but its employment is not confined to the 
mercantile community, it is used for record- 
ing the thoughts and considerations of the 
men who control our legislature, our finances, 
and learned arts and professions — in fact, it 
is firmly established in every department 
where writing is done. 

The rapid and universal adoption of the 
typewriter has, within the last few ycars< 
created a demand for instruction, which has 
been met by the formation of classes, which, 
in the majority of instances, afford inefficient 
instruction and inadequate practice. Why ? 
Because those in authority have thought, 
and unfortunately continue to think, that 
ability to strike the keys is all-sufficient. The 
person appointed to conduct these classes is 
generally a clerk from some local office, who 
looks upon the task merely as imposing 
attendance in the class-room so many hours 
per week per session in which to show his 
victims how to insert a sheet of paper and 
thump the keys with one or more digits as 
each individual prefers. The important 
question of teaching ability, and the posses- 
sion of a certificate indicative of a thorough 
knowledge of the subject, are entirely ignored 
by the authorities. This regrettable indiffer- 
ence to the quality of the instruction and also 
to the mental calibre of the persons com- 
posing such ill-managed classes, has led to 
the flooding of the market with the " semi- 
educated " young people unacquainted with 
the literature of their own country, ignorant 
of history and geography, and unable to com- 
pose a simple business letter. It would be 
well if people exercised the right they un- 
doubtedly have of inquiring into the capa- 
bility and experience of their teacher ; and, 
on the other hand, teachers should inquire 
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into the education of pupils applying to be 
trained for a professional calling, for the 
possession of those essential qualifications 
required for all skilled clerical work— namely, 
a sound education and clearness of brain. 

A well-arranged syllabus of instruction will 
include the cultivation of dexterity of finger- 
ing, and a knowledge of the correct manner 
of setting out literary, commercial, technical, 
and scientific passages ; the arrangement of 
electricians', architects', and engineers' speci- 
fications and schedules of quantities ; effective 
display of difficult tabular tables, etc., from 
manuscript copy ; manifolding, duplicating, 
etc. ; and the operator must supplement this 
information by general reading and culture 
of the mind. The varied nature of the work 
— ranging from legible handwriting on a 
simple subject to the worrying out of an un- 
decipherable scrawl, full of items borrowed 
from abstruse and advanced sciences -neces- 
sitates the possession of an extensive vocabu- 
lary, an acquaintance with technical words 
and contractions peculiar to the many trades 
and professions, and a knowledge of foreign 
words and phrases in common use. If the 
above qualifications are needed b)' an expert 
operator, who would venture to deny that 
they are unnecessary to the teacher who is to 
train that operator ? 

The efficient painstaking teacher of the art 
welcomes examinations ; he desires distinc- 
tion for his carefully-trained pupils, and the 
ambitious pupils desire examinations for 
themselves, because they realize that the 
possession of a well-earned certificate raises 
them above the run of their competitors ; on 
the other hand, the inefficient teacher and 
pupils of weak mental calibre detest exami- 
nations. Why ? Because examinations are 
a test of knowledge and of skill in applying 
it. If the knowledge is absent, failure is in- 
evitable ; if there be no skill in applying the 
knowledge, the same result is no less certain. 
Sometimes the victims of the inefficient 
teacher, or the person whose knowledge is 
limited to the amount of crude information 
imparted by the typewriter salesman, submit 
themselves to examination, trusting to what 
they call '' luck " ; they freely acknowledge 
their shortcomings, yet they will enter when 
they have not the slightest chance of success 
—to be frank, they gamble for a certificate, 
but they do not ^et it. 



The syllabus of the Society of Arts Kxami- 
nation in Typewriting is sufficient indication 
that the certificates have to be worked for - 
they are not scattered broadcast to all 
aspirants, fit or unfit. It is a searching; 
ordeal, and therefore a capital weeding 
ground. An analysis of the tests given from 
the commencement of the Society's Type- 
writing Examination in 1891 to date show the 
papers to include the following : legal docu- 
ments (various), authors' manuscripts ''some 
fairly easy, but others confused, technical 
and scientific), dramatic work, specifications 
relating to various trades, miscellaneous 
tabular tables, balance-sheets, commercial 
and legal letters, prospectuses, programmes, 
menus, titles to be displayed, theory ques- 
tions (dealing with the duties of a corre- 
spondence clerk, fingering, alignment \ legal 
and other abbreviations, duplicatinjj^^ prf>- 
ccsses, punctuation (including the correct 
use of the apostrophe and quotation marks, 
etc. Turning to the Examiner's reports, wc 
find the chief faults referred to are deticiem 
education (shown in spelling, division of 
words, and punctuation), want of intellig^ence, 
lack of experience in particular classes of 
work >uch as legal and dramatic\ ignorance 
of abbreviations in common use, faulty touch, 
neglecting the instructions printed on the 
examination papers, etc. Among the recom- 
mendations given are : a higher educational 
standard in pupils, including business train- 
ing, and that candidates should avail them- 
selves of opportunities of passing through 
preliminary qualifying tests. The writer 
advises ill-educated persons to abstain from 
entering the profession, or, on the other 
hand, to defer submitting themselves to 
examination until their shortcomings have 
been removed. The following points on pre- 
paration may be of some little assistance 
to the intellectually qualified prospective 
candidates desirous of securing the coveted 
" hall-mark " :— 

(d) Study your typewriter by reading some 
book on which the care of the ma- 
chine, fingering of the keys, «ind 
remarks on the construction, arc ably 
and fully treated. 
(d) Practise for evenness of impression, 
so that on glancing at the finished 
page there may be an impression of 
absolute flatness and uniformity. See 
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that the punctuation marks— espe- 
cially the full stop— have not per- 
forated or indented the paper at the 
back. 

(c) Practise division of words accurately 
into syllables at the end of lines, 
thereby preventing such atrocities as 
"qu'' or '*bet'on one line, and "artcr" 
or '* ween *' on the next. 

{{t) Study punctuation and spelling by 
practising from a good author, and 
writing to dictation. 

{e) Practise steadily at transcription of 
good typewriting facsimiles, speci- 
mens of work on which you may 
rely. 

(/) Acquaint yourself with the technical 
tenns peculiar to the various trades 
and professions, so that you cannot 
be nonplussed by a paper full of 
them. 

{^^) Devote considerable attention to all 
kinds of bad handwriting and interpo- 
lated manuscripts. Specimens are 
obtainable at a moderate cost. Do 
not type a single word until you have 
made up your mind precisely what 
you are going to commit to paper. 
Above all, do not guess. 

kJi) Assiduously practise tabular tables. 
Do not separate the two portions of 
a balance sheet by using two sheets. 
If a foolscap machine is used, fold 
the paper, and ty.pe the side contain- 
ing the most items, remove the paper 
and type the remaining portion. 
Practise red ruling such work in 
single and double lines, wiping the 
roller frequently to avoid smudging. 

'■^i ! On the day of the examination (1902 : 
Grade II., Wednesday, April i6th, 
from 7-10 p.m. ; (hade I., Mon- 
day, April 14th, from 7.30-10 p.m.) 
do not let excitement keep you from 
partaking of substantial meals. A 
cup of strong tea or coffee partaken 
of just before entering the examina- 
tion room will steady the nerves, 
which will assert themselves on such 
an occasion. 

(/) At the examination do not consider it 
necessar>' to impress other candi- 
dates with the idea that you are 
flying through the test- this creates 



errors, and excessi\e use of the eraser 
counts against a candidate. Re- 
member the proverb, **Who goes 
slowly goes safely." Speed is evi- 
denced by the amount of work 
properly completed. 
ik) Do not trust to the local committee to 
provide everything. Take your own 
typewriter if you have one ; if not, the 
one you usually work. Use a black 
record ribbon, or pad ; do not have 
a new one. See that the instrument 
is well cleaned, oiled, and type free 
from dirt. Teachers should see that 
all possibility of failure from acci- 
dental causes is provided against, so 
far as the machines and accessories 
are concerned. Provide yourself 
with ruler, eraser, lead pencil, and a 
few sheets of plain foolscap paper to 
provide against the contingency of 
having spoiled so many sheets that 
there is insufficient to complete the 
test papers. Use a fresh sheet for 
each test paper attempted and type 
on one side only. During pre- 
paration, accustom yourself to the 
effective placing of work over a 
foolscap sheet. 
(/; Read the instructions carefully. Other- 
wise you may observe when too late 
that you have been working papers 
not included in the class you have 
elected to attempt, or that double 
and not single line spacing was 
distinctly specified in the test paper 
in course of execution. 
(///) In the Theory paper, let your answers 

be concise. Avoid repetition. 
In (irade II. the papers are marked A, B, 
C, for I St, 2nd, and 3rd class, and the candi- 
date is only required to work those in the class 
selected. Suppose a candidate feels com- 
petent to tackle the ist class ; begin on the 
first paper marked A, which is generally a 
theory question. Take the most difficult 
questions first, then follow the order indicated 
below, when, if you have not finished, you 
will at least have done sufficient to insure a 
pass. When you have completed one half of 
the Theory paper, take the next paper, and 
so on. If an alternative paper is given, 
choose the one with which you are most 
familiar. F'inish as much as you can, say 
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four out of six papers, rule up tabular tables, 
etc., then ^^o back to the Theory paper, and 
finish that. Vou will then have the remainder 
of the time for completing the other two 
papers, and a g^encral scrutiny to provide 
against possible error. The same method 
should be followed with the 2nd and 3rd 
classes. 

In conclusion, do not hurry at the begin- 
ning. You can pile on the agony in the last 
half-hour and accomplish wonders. Keep 
cool : tr\' to think you are the only person 



in the room. Abstract yourself from all 
sights and sounds calculated to make the 
attention flag. 

In Cirade I. 'Elements of Typewriting' 
candidates are expected to type carefully a 
commercial letter from a draft written with- 
out punctuation or paragraphs, and a tabular 
exercise, such ab a balance sheet, invoice, or 
eslimate. Accuracy and neatness are of the 
greatest importance, the quality of the work 
being noticed rather than the quantity. 
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Stenographers in Business. 

By H. W. 
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THE ordinary man is said to begin 
his education when he has left college. 
The truth of this observation is, of 
course, well-established and obvious, and lies 
in the fact that schooling of the right kind is 
intended not so much to hmpart knowledge 
as it is to teach the scholar the best way to 
acquire knowledge for himself— to give him, 
in fact, the power of observation, and, equall>' 
important, the ability to absorb or retain, 
ready for instant use, such facts as he ma)- 
obser\e. Watts was not the first man who 
sat and watched the kettle-lid rising and 
falling. Other men had seen this fact, and 
could tell the reason of it ; but Watts' train- 
ing taught him that the force that could raise 
the lid of the kettle could be made to per- 
form more useful work once properh- con- 
trolled. 

We are led to make these observaticms 
because many young people apparently think 
they are sufficiently equipped for office work 
when they have acquired a certain mastery 
of shorthand, and are able to take down their 
employers' wortls with the neccssar>' speed 
and neatness. Let us assure such that 
they are only at the beginning of things. 
Manual dexterity, while essential to good 
work, is, after all, but the tool with which to 
work. 

No one likes the idea of being a drudge all 
his life. To avoid this the mind must be 
trained equally with the hand. Such mental 



training also must not be one-sided, but all 
round. The man in business is very well 
aware that he must know more than his own 
particular branch to be successful. The 
hewer of wood or the drawer of water will 
always remain such unless he is prepared to 
undertake something more advanced, should 
occasion offer it. P2ven advancement in his 
own particular line will be long in coming, 
if it ever comes at all, to the one who can 
only do routine work under direction. To 
seize an opportunity, and make of it a 
stepping-stone to something higher, should 
be the object of everyone entering businesb. 
We would remind our young reader that the 
ability to do this can only be got by stren- 
uous and continued study. Train the eye and 
brain to see and grasp ever)- atom of know- 
ledge and information that comes your way. 
Leave nothing alone until you have an 
inkhng at least of how it is made, where it is 
made, and what can be done with it. 

If the stenographer asks, '* What has it to 
do with me how a particular bit of merchan- 
dise is made ? " etc., we can only answer, 
" What, indeed I " If he cannot see the \ alue 
of special knowledge, a Nasmith hammer 
would hardly drive our advice home. 

Now let us see if we can give our steno- 
graphic readers a few hints as to this mental 
equipment, that is, not only to make them 
better stenographers, but, when opportunity 
offers, their own masters. 
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Good schoclinj(, wc have already said, but 
prepares the mind for the reception of know- 
ledge. You have learnt how to compose a 
fairly grammatical letter; you must now 
study composition so thoroughly that when a 
communication is roughly and hurriedly dic- 
tated, as it most generally is in business, 
you can '* lick it into shape" when you write 
it out. 

Also, you must know enough of the busi- 
ness in hand to be able to detect an error, if 
one should be made. If you are a reporter 
and are trying to report a business meeting, 
do not make an ass of yourself by writing 
"consuls'* for "consols," or "hearses" for 
"horses." This is the kind of thing that will 
get into your fair copy unless you have quali- 
fied yourself by having learnt something of 
cver>'thing. To this end your memory must 
above all things be well trained, and the 
secret of a good memory is the habit of pay- 
ing attention. It is very little use keeping 
your ears open unless you make an effort to 
retain what you hear. It is the same with all 
your other senses. If a draper or a stock- 
broker takes you on, begin immediately to 
Icam that business. Your usefulness and 
consequent promotion will depend in a great 
mrasure upon the quickness and thorough- 
ness you display in doing this. 

If your employer be an author who com- 
poses while he dictates, you must not only 
be able to compose well yourself, but your ear 
must be trained to catch every voice inflec- 
tion, or you will lose his (spoken) punctua- 
tion marks, and probably make a hash of the 
whole day's work. This applies equally to 
any reporting work. 

In saying all this, we do not mean that you 
should be a sort of " Jack-of-all-trades " and 
master of none. We mean that the good 
stenographer should first of all be master of 
his own language. Secondly, he should 
have a fair speed in shorthand, and a neat 
and clear method of writing it ; while, finally. 



he should hold no atom or scrap of know- 
ledge beneath his notice. In addition to the 
above, the stenographer who wishes to be- 
come a specialist should know as much about 
the business, or occupation, as his employer. 

.A.11 wc have said applies chiefly to the 
manner, or attitude, in which the stenographer 
should approach his work. There are cer- 
tain aids to his complete equipment he must 
by no means neglect. 

Perhaps the most important of these is a 
knowledge of foreign languages. In Eng- 
land, P^rench and German are almost essen- 
tial ; but in point of fact, no language is 
useless as an extra. Often, indeed, the 
acquisition of an out-of-the-way language is 
the one thing necessary to secure a most 
desirable post. Stay a moment I We do 
not mean you to go in for a// the modern 
languages at once. Your plan must be to 
acquire them one at a time, and that one 
thoroughly. If you feel like tackling another 
afterwards, do so; but wait until you are 
perfect in the first. 

Another useful acquisition will be a certifi- 
cate showing you have successfully passed 
one of the University local examinations. 
To junior clerks these are especially valu- 
able. 

Also, do not neglect typewriting. No 
oflice nowadays is without a machine, and 
the stenographer who can also type stands a 
double chance of employment. Speed and 
accuracy in typing are, of course, necessary, 
and these only constant practice can give. 

In closing, we would urge upon you that 
speed is not everything, and clearness should 
never be sacrificed to it. Work with delibera- 
tion, especially at starting to learn ; accuracy 
depends upon this. Slovenly writing is bad 
in all ways : you will find this out when you 
come to transcribe your notes ; and your 
employer will have something very definite 
to say on the subject. 
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Mr. J. W. Earle, who for twche years has 
had control of the Remington typewriter 
organization for Great Britain, and has 
recently left for New York to take control 
of the whole organization throughout the 
world, was made the recipient of a handsome 



service of plate by the Remington staff prior 
to his departure. 

We hear that the War Ofiice has just 
ordered 253 Remingtons, the largest order 
ever given by the (lovcrnmcnt for type-, 
writers. 
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SETH WHITELEY, born at Golcar, in 
Yorkshire, on nth February, 1857, com- 
I menced to learn short- 

hand at the age of fif- 
teen. Five years after- 
wards saw him teach- 
ing shorthand in Leeds. 
Subsequently moved 
to Sheffield, and at- 
tained there such a 
signal success that in 
1887 he built the hand- 
some and commodious 
Business College in 
Surrey Street, where he is still adding to 
his laurels as a teacher second to none in the 
profession which he has done so much to 
improve. The success of the Incorporated 
S.S.T. in Sheffield and neighbourhood is due 
to Mr. Whiteley's untiring energy, skill, and 
true Yorkshire geniality. Photograph by 
Dickinson, Sheffield. 

Miss ROSELLA PITMAN, sister of Sir 
Isaac Pitman, third child of Samuel Pitman, 
born at Trowbridge, in Wilts, February 17, 
18 16; died at Egerton Lodge, West Wor- 
thing, April 4, 1898. 
Miss Pitman, like five 
others of Mr. Samuel 
Pitman's family, was 
engaged up to her re- 
tirement in teaching, 
having been mistress 
of National Schools in 
Wiltshire, Derbyshire, 
and in the East-end 
of London. 

Was an enthusias- 
all her life, but in her 
not adopt the various 
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phonographer 
!r vears did 



changes introduced into the system by her 
brother. 

Our portrait is from an early daguerreo- 
type. 

JAMES WALKER, born at Cheltenham, 
February i8th, 1840. Entered the Highbury- 
Metropolitan Training College in i860, where 
he became acquainted with Phonograph)-, of 
which art he has been an able exponent ever 
since. W^as for two years first En<;lish 
assistant in a high-class school at Bath, 
during which period it was his practice to 
report the sermon every Sunday mominj:, 
correctmg his notes between the courses of 

the mid -day meal. . _^ 

Was Headmaster of I 

St. Stephen's School, _ , ! 

P a d d i n g I o n, for 
twenty years, during 
which time he con- 
stantly practised and 
taught the " winged 
art." Has been en- 
gaged as Special In- 
structor in .Shorthand < ' 
under the London 
School Board, and as 
Lecturer to Messrs. Pitman and .Sons' *' Free 
Classes for Teachers." Obtained his Diplom.i 
at the first examination of the Incorporated 
Phonographic Society in 1891, Fellowship 
following. At present engaged in teaching 
Phonography in a high -class school in Ken- 
sington, and in one of the E.C. schools t-f 
London School Board. 

Sir WILLIAM QOWERS, the eminent 
Physician and Phonographer, was bom 
March 20th, 1845, and was knighted by 
Queen \'ictoria in 1897. 

One of the most distinguished of the 
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University College Hospital's students, he 
obtained his degree of M.D. not from " read- 
ing up," but entirely from shorthand notes 
taken at the lectures he attended at the 
College. 

His enthusiasm for Phonography has never 
flagged ; he still uses the system daily in his 
professional career. Projected a journal for 
medical phonographers, entitled The Phono- 
j^raphic Record^ a magazine which finds 
readers among medical men in all parts of 
the world. Founded a Medical Shorthand 
Library, the first volume of which he him- 
self wrote, entitled "The Diagnosis of the 
Brain." 

ALFRED NIXON, F.C.A., etc., born at 
Macclesfield, 17th March, 1858, Headmaster 
of Manchester Central 
Commercial Evening 
School; author of 
standard works on 
book-keeping, pub- 
lished by Messrs. 
Longmans ; and 
widely known as an 
active member of 
the LS.S.T. and 
the Federation of 
S.W.A.'s. 

Commencing to teach in 1879, he has con- 
ducted classes in Book-keeping, Accountancy, 
Secretarial Work, Shorthand, etc., in some 
of the most important institutions in and 
around Manchester. Former pupils of Mr. 
Nixon at the Lower Mosley Street Evening 
Schools, the Manchester Athenaeum, and the 
Manchester Technical School, are now doing 
successful work as teachers of commercial 
subjects. 

JOHN RUSKIN, the great Author and 
Art Critic, was born in Hunter Street, Bruns- 
wick Square, London, February 8th, 18 19; 
educated privately and at Christ Church, 
Oxford, where he gained the Newdigate 




Prize in 1839 ; studied painting under Copley 
Fielding and J. D. Harding ; appointed 
Rede Lecturer at Cambridge, April, 1867, 
and Slade Professor of Fine Art at Oxford, 
1870, and again in 1876 and 1883. The first 
volume of his " Modern Painters " appeared 
in 1843, when he was only twenty-four years 
old, and at once established his position as a 
writer of authentic and even irresistible 
genius. ** P'ors Clavigera," a collection of 
letters to the workmen and labourers of 
England, is considered the most extraor- 
dinar>', if not the greatest, of his works. Mr. 
Ruskin spent the latter years of his life in 
peaceful retirement at Brantwood, Coniston, 
where he died Januar>' 20th, 1900. 

Rev. J. H. BACON, died 12th February, 
1900. A Phonographer of sixty years' stand- 
ing, being one of no few who made their 
acquaintance with the art from the Penny 
Plate, Was the author of useful and popu- 
lar treatises on Memory and Composition, 
and an Hon. Fellow of the I.P.S. 

Mr. JACOB PITMAN, an elder brother 
of Sir Isaac, died at Sydney, N.S.W., 12th 
March, 1890, in his 79th year. 

Left England in the good ship Trusty for 
Adelaide, South Australia, in November, 
1837, where he arrived after a passage of 
nearly six months. Having been appren- 
ticed to a London builder — the famous 
builders, Messrs. Cubitt~in his youth, he 
made good use of his knowledge in the New 
World. Erected some of the principal build- 
ings in Adelaide, including the Post Oflficc, 
railway bridges, and bridges over the River 
Torrens ; and was for some time Superin- 
tendent of Public Works under the South 
Australian Government. Was for many 
years a successful Te«icher of Shorthand, 
having taken out with him 100 copies of 
" Stenographic Sound-hand," the first edition 
of his brother Isaac's system. 



^i^';^^ ^SS^-.'^^S^* 



Messrs. Callenders Cable and Construction 
Company, Limited, write to the Yost Type- 
writer Company, Limited, that they have 
thirty-five Yosts at work in their offices, 
works, and depots, and in no instance have 



they had cause 10 complain of the manner in 
which they have fulfilled the heavy duties 
imposed upon them. The whole of the work, 
which necessitates an immense amount of 
tabulating, is done upon the Yost. 
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Daily Business Life: 

The Routine of a Merchant's Office. 



By A CONFIDENTIAL CXERIL 

•3* •?• •?• •?• 



Chaptkr hi. 
Out^oin^ Letters. 

CoMMEkc:iA[. Paper and Envki.opks. 
— For Commercial Correspondence, the 
following sizes of paper and envelopes are 
in general use : 

I. Letter-paper or Quarto (410), 10 ins. by 
8 ins. Offers of goods and replies to cus- 
tomers of more than six to eight lines should 
always be written on paper of this size. 
Most firms select the best quality (frequently 
hand-made) for this size paper, and generally 
adorn it with a stylish copper-plate or litho- 
graphed heading, as they consider a good 
paper and heading create a fa\'ourable im- 
pression upon their customers, etc. 

2. The Memorandum. Generally 8 ins. 
wide by 5 to 6i ins. deep. Short replies to 
enquiries, acknowledgments, advices, etc., 
are written on paper of this size. Some 
firms use the same quality paper as for the 
larger letter-paper, with a smaller heading. 
Some have the word "Memorandum" placed 
on the top; others not. It is a matter of 
taste. 

3. Notepaper or Octavo (8vo}. (ienerally 
the ordinary private notepaper is selected 
for this, and a copper-plate business heading 
added. Letters to solicitors, bankers, and 
personal letters to officials are usually written 
on this paper. 

4. Foolscap Paper (Fcp.),. 13^ ins. by 8^ ins. 
Used for official correspondence, etc. 

Commercial envelopes are varied in size 
and adapted to the letter-paper, most firms 
using a number of shapes, quahties, and sizes. 

1. The ordinary business envelope is 5? ins. 
long by 3f ins. wide. 

2. A long envelope, 9 ins. by 4 ins., is 
largely used for enclosing letters with docu- 
ments, tenders, and other bulky enclosures. 

3. Official envelopes run up to 14 ins. long 
by 9 ins. wide, and are used for enclosing 
foolscap or large documents. 

4. Sample envelopes, linen-lined (generally 



blue), are used for sending patterns, cuttings, 
and samples of various fabrics, seeds, colonial 
products, etc., for sample post. 

FOLUINC. — Never fold a letter more than 
absolutely necessary to enclose it in the 
envelope. It is a good plan to get a soiled 
sheet and practise once or twice ; you uill 
then know exactly where the folds are to be, 
in order to get your letter in the envelope 
without creasing the paper or tearing the 
envelope. If the writing is only on one side, 
always fold the paper so that the writing i:, 
inside the folds, and, if you start at the 
bottom and fold forward, and then from left 
to right half-way, and then fold again from 
left to right, you will not smear the writing 
by touching it with your fingers, if written in 
copying ink. If written on both sides of the 
paper, fold the same way, and avoid smearing, 
by pressing the folds instead of running your 
fingers along them. 

Prkparinc; Lktters for thk Post.- 
This is generally one of the first duties of a 
junior clerk, and it gives plenty of opportu- 
nity to show your intelligence and ability to 
adapt yourself to the business you ha\e 
entered. The envelopes are usually ad- 
dressed by the writers of the letters; but 
should you have to do this, be careful to 
check the addresses by the address-book 
which most firms keep, as, if letters are sent 
wrongly, the result may be serious. We will 
suppose the envelopes are addressed for you 
Even then you may sa\e blunders by check- 
ing them, and if you have a fairly retentive 
memory you will s(X)n begin to notice at 
first sight any possible slips that may occur. 
When the letters have been written and 
signed, they are put in what is called the 
"post basket" for copying and eventual des- 
patch. It is as well to have a separate basket 
for letters after they are copied, especially 
when the correspondence is large in volume. 
CopviN(; Letters: I. Written by Pen.— 

{Contimted on page 49.) 
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Was he a Coward? 
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More Wireless Wonders. 
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The Brook. By lord tennyson. 
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Express Locomotives. 
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Her Coup-de-Theatre. 
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Copies of all outgoing letters are taken for 
reference, and for this purpose a letter-book 
is used, the size mostly being 1 1 ins. by 9 ins., 
with leaves of white tissue, or sometimes 
buff colour, numbered from i to 1,000. 
The process of copying is as follows : — 
To copy a letter on leaf No. loi. Open the 
book at this page. On the left you will find 
the back of leaf No. 100 ; place on this an 
oiled sheet (an amber-coloured sheet specially 
manufactured for the purpose) ; bring leaf 
No. loi over on to the oiled sheet, and damp 
it with a special damper (made of india- 
rubber co\ered with soft cloth), being careful 
n(it to wet the leaf too much, otherwise you 
will tear the tissue. On this damped leaf 
No. 101 place a sheet of special absorbing 
paper. Then close the book and place it in 
the copying press ; turn the handle until the 
book has been gripped by the plates of the 
press ; count two, and then out with the book 
sharply. Open at page 102, remove the 
absorbing paper, and the tissue leaf 101 will 
be e\cnly damped all over, whilst the oiled 
sheet is still underneath it to prevent the 
moisture going through to the leaves already 
bearing copies. Leave the leaf 101 as it is, 
iind place your letter at once, face down- 
wards, on same. Put another sheet of oiled 
paper on this, and then close the book, and 
put in the press as before. Turn the handle 
of the press until the book is gripped ; then 
count four, release the book, and open it at 
page 102 again. Turn over the oiled sheet 
from your left to leaf 102; remove the letter 
by carefully separating the bottom of same 
from the tissue leaf; then hold down the 
tissue with one hand whilst you draw off 
the letter with the other. 13ring the tissue 
leaf over on to the oiled sheet, and on the 
face of the former you will find a copy of 
your letter. 

COPYINC; LKTTER.s : II. Letters written by 
Typewriter.- The process of copying typed 
letters is similar to that of penned letters, 
but instead of damping the tissue sheets by 
means of a brush, moistened linen cloths are 
used. These linen cloths are kept in a flat 
zinc tray, or bath, with a lid to it. The cloths 
are spread out in this bath, and sufficient 
water to damp all of them is poured on. The 
lid is then pressed on the top of the cloths, 
and, after remaining some time, the latter 
become evenly damped all over. A little 



practice and judgment is required, to avoid 
wetting the linen cloths too much, but the 
superfluous moisture can always be extracted 
by means of pressure between the absorbing 
paper sheets previously mentioned. There 
are also patent baths, which keep the cloths 
always ready for use, a patent rescr\'oir 
aflfixed to the lid doing this automatically. 

The following is the method of copying 
with these cloths : — Place an oiled sheet over 
the last letter copied, as before explained. 
On this lay one of the moistened cloths, and 
turn over the tissue-sheet leaf on to the cloth. 
Then lay the letter face downwards on the 
leaf, and then another oiled sheet on that. 
Put in the press, under a moderate pressure, 
and keep there a little longer than for a pen- 
written letter. A little experience and obser- 
vation will enable you to judge how damp to 
have the cloths for the letters as they come 
from the machine. A new ribbon on the 
typewriter means more ink in the typing, 
and you must therefore have your cloths less 
damp, or the ink will run ; but a letter typed 
with a well-worn ribbon on the machine will 
require a well-damped cloth, and longer time 
in the press. To copy a dozen letters at once, 
either penned or typed, you simply repeat 
the above processes ; but be careful when 
extracting the letters to leave the oiled sheets, 
in the book, so that in case the tissue sheets, 
are damp there is no fear of the copies you 
have taken copying again from one sheet of 
tissue to another. 

When copying a short letter on the bottom 
half of a page, the top part of which already 
bears a copy of a letter, do not allow this 
letter to come into contact with the copy on 
the top half, as that part of the copy of the 
first letter which comes into contact with the 
paper on which the second letter is written 
may again c(jpy on to this paper, which, of 
course, is undesirable. 

Enclosures.— Having copied your letters, 
you will now put your letter-book, or books, 
away in the rack or other place appointed 
for them, and later on index them. At 
present, however, you have to finish the 
preparajtion of the letters for the post. If 
the envelopes have been typed for you, they 
should be arranged on your desk in a pack, so 
that you may pick out each envelope as 
required. You know the size to which each 
letter has to be folded, and vou take thema 
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one by one from the ** copied letter basket,'' 
^nd enclose them. It is usual for the writer 
of each letter to add a foot-note stating the 
number of enclosures, thus : ** 2 enclos./' or, 
perhaps, **cheque, regd.,*' which latter means 
cheque to be enclosed, and that the letter is 
to be registered. Care must be taken that 
^-ill enclosures, and the proper enclosures, are 
placed in the envelope, and to be quite 
-certain, the clerk who closes the envelope 
should read through the letter, as the foot- 
note may be accidentally omitted, or an 
error in the number made ; and a discre- 
pancy of this kind should be referred to the 
writer of the letter. Enclosures are of 
•serious importance, and if an invoice in- 
tended, say for Austria, is enclosed in a 
ietter sent to New York by mistake, weeks 
may elapse before the matter can be put 
right ; and, it may be, no end of incon- 
-venience caused. 

The letters being closed, the next thing is 
to verify the addresses, stamp the envelopes, 
enter the value of stamps used in the stamp 
t)ook, and then post them. 

CHKCKlN(i Addrkssks.— As we previously 
^remarked, if you do not address the envel- 
^)pes, it is a good plan always to check the 
^iddresses wherever possible. The following 
Ihints will be useful : — 

The address consists of the name and titfe 
•of the person or firm, with place of business, or 
^ny place to which k is requested that letters 
may be sent. A nicely-addressed envelope 
is very desirable, and should be in the fol- 
Jowing order : 

First line — Name or style, such as " Mr. 
Wallerson," or " Messrs. The Broderick 
Co., Ltd." 
:Second line — The number and name of 

the street, road, or avenue. 
Third line - The town. 
Example : 

Messrs. The Broderick Co., Ltd., 

105, Renter's Street, 

Birmingham. 

Do not abbreviate names of towns, and, in 

fact, use great discretion in abbreviations of 

-addresses, as you had better spend another 

second or two in writing in full rather than 

have the address mis-read. If addressing a 

letter to a email provincial town, it is as well 



to add the name of the county or shire in 
which it is situated. For large provincial 
towns generally this is unnecessar)' ; but 
there are exceptions. For instance, there is 
more than one Newcastle, Louth, Sutton, 
Sudbury, Boston, etc. 

Letters to foreign cities should always bear 
the name of the country in the left-hand 
corner ; and American and Colonial letters 
the name of the State, as towns of the same 
name are to be found in different States. 

Inland letters addressed to any part of 
London should have the postal district given. 
If posted from the provinces the initials E.C. 
or VV., etc., should follow the word ** London,'' 
but if posted in London, the district should 
be written under the name of the Road, 
Street, or Axcnuc, for instance : 

.Messrs. Crawford & Sons, 

5, Knightrider Street, 
E.C. 
Mr. H. Bcntlc>', 

8, Regent Street, 
W. 
There are eight Postal Districts in London : 

1. E.C- East Central District. 

2. W.C.— West Central District. 

3. S.E. — South- Eastern District. 

4. N. — Northern District. 

5. E. & N.E. -East, and North-Eastern 

District. 

6. N.W.- North-Western District. 

7. S.W.— South-Western District. 

8. W.— Western District. 

These districts extend about 12 miles 
round London. 

Letters without the postal district, or with 
an incorrect postal district given, are liable to 
delay the departments where the Post Office 
officials sort them. 

Stampin(; the Letters. — As you stamp 
each letter, check the weight, and see that 
stamps of the proper value are affixed, other- 
wise double fees will be charged to the 
receiver for any deficiency, and if the letter 
happens to be going to a customer he may 
be oflfended. 

When all the letters are stamped and 
entered up, count the value of the stamps on 
the envelopes, and compare with the total 
of stamps entered in the stamp book. This 
will keep your stamp book in order. 



{To be continued.) 
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Practical Business Letters. ^ ^ 

Specialty Written for '' The Shorthand World/' 

For the purpose of dictation practice the words in each letter, incltfding headings, have fceen 
-counted into divisions of 20 words. The completion of every 100 words is shown by a heavy 
numeral, thus (1). By counting two or more divisions to the minute, speeds of 40, 60, 80. 100, 
i20 words per minute and upwards can he obtained, thus:— 

For 40 words read one division every 30 seconds. 



60 

80 

100 

120 



20 
15 
12 
10 



-and so on for higher speeds* Initials, groups of figures, dates, abbreviations, and symbols such as 
-a c, '' Of c o, are counted according to the number of words pronounced. G)mpound words are 
reckoned as two. 

SECTION I. {Continued). 

General AnnouAcemeAts, Market Reports. 



Premises Burnt out. 
Temporary ones taken. 

We rcj^rct to inform you that our factory 
at Berlin has been completely destroyed by 
tire, and \vc are therefore i compelled to take 
temporal-}' premises at above address. 

We are pleased to say that this, loss is 
entirely covered by | insurance, and although 
owing to substantial and reliable safes our 
l>ooks have been preserved intact, yet for 
checking purposes we (15) should be glad to 
have a Statement of your account against us 
VI p to date. 

Notices of Advance in Prices. | 

In consequ'wMice of the continuous rise in 
the prices of ra'w materials, we are re- 
luctantly obliged to intimate the following' 
alterations in our discounts from this date :-- 

Previous discount of 2o*\'„ will be reduced 
to 15^* ,j, I and discounts of io'\ „ to 5^Vo- 

Prices which have been quoted net, plus 
10^ 0, I will be plus isVo- 

This advance does not apply to orders in 
hand or to those received up .16.' to and 
including to-morrow's first post. 

Owing to the enormous and continued 
advance in the price of iron and coal, we 
are compelled to advance our prices 5" „ all 
ro'.md after above date. 

We trust that the prices | of the above two 
commodities will before long return to their 



normal state, and so enable us to cancel 
this advance, and this, although we have 
to pay our workpeople a considerably higher 
rate of wage than we did a year ago. 



We bjg to inform you that we have this 
day advanced the prices of our goods as per 
(17) amended price list enclosed. All orders 
received by us after first post to-morrow 
morning will be subject to these ad\:iinced ' 
prices. 

We regret to inform you that we are com- 
pelled to charge a temporary advance of 5*V „ 
on the prices of all our specialities. We 
have also reduced the discount to 5" o> ^"^ 
would request that | the allowance of 3*V',> 
accorded by you to your customers for 
carriage be discontinued. 

The general rise in ! prices of the raw 
materials compels us for the present to charge 
this advance. 

All orders posted to-day will be (18; ac- 
cepted at old prices. 

We much regret that owing to the con- 
tinued advance in the price of raw materials 
we ' are again obliged to advance the prices 
of our goods a further 2"',,. 

The Trade discount, and the | 3" „ in lieu 
of carriage, remain the same. 

All orders at present in work will be 
charged at | the former rate. 
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We arc soriN' to have to inform you that, 
owing to the continued increase in the cost ; 
of raw materials, we are compelled to ad- 
vance the prices of our productions lo" ,„ 
which will affect all (19; orders received on 
and after December 31st, 1901. As you are 
no doubt aware, there has ; been durinj; the 
last few months a decided advance in the 
cost of nearly every kind of material used 
in I our productions, and it is only the fact 
of the large stocks we had on hand that 
enabled us up till now to execute your 
esteemed orders at old prices. Moreover, 
we were reluctant to raise our prices, hoping 
that I the ri;je in the raw goods would only 
be a temporary one ; but, in view of the 
present state of (20) the market, it is evident 
that prices will rule high for some consider- 
able period. You may, however, rely upon 
it I that we shall give you the benefit of any 
reductions, should the market recede to its 
former level. 

Reduction in Prices. 

We beg to advise you that, owing to the 
fall in prices of the raw material, we have 
this ' day reduced the price of our Brass 
and Iron goods by 5'',,. The rise in prices 
which we ' had to announce at the end of 
1898 has been steadily maintained, the in- 
creased activity in (21) the shipbuilding 
trade,' &c., on account of the war, being 
the real cause of these firm prices. How- 
ever, with the I end of this high pressure in 
the quarters mentioned, comes the reaction, 
and prices of both Brass and Iron have 
receded to their noniial state. 

We cannot, of course, guarantee that these 
prices which we are quoting to-day will hold I 
good three months hence, but we scarcely 
think they will go lower, and in view of this 
would suggest that ! the present condition 
of the market is as favourable to buyers as it 
is likely to be for some time (22) to come. 



Re Mining: Shares. 

Most South and Central American Shares 
are now quoted at such high prices that 
present \ success and future profits may be 
considered greatly discounted. We would, 
therefore, impress upon the careful investor 
the wisdom of . obtaining his profits before 
the reaction from recent inflation sets in, and 
advise him to consider undertakings which 



up to the present have not lx*en 'Mxx^med" 
but will undoubtedly get their turn presently. 
The enclosed list shows some of the 
most promising Companies. We also think 
some of the Mexican Mines are a good in- 
vestment. The Mex Gr)ld Mining Shares 
(23) can be bought £1 fully paid at about 
6 8. Work in this mine has been steadily 
maintained during the last twelve months, 
and the result of the first crushing will 
probably be known in a few days. " 

Change of Representative. 

We beg to inform you that Mr. Samuel 
Turner, who until recently represented us in 
the Eastern ; Counties, has severed his con- 
nection with us, starting on his own account 
in quite a different line of business. 

We have therefore appointed Mr. Claude 
Ferrows to work this district, and trust thai 
when he calls upon you early next ;24) month 
with our New Spring samples, you w ill again 
favour us with your esteemed commands. 

Transfer of Business. 

We beg to acquaint you that under the 
abo\e date we have transferred the business 
heretofore carried on by us at the ■ alxjve 
address to 

Messrs. Field, Winch & Co., Ltd. 

The business will be continued on the 
same lines as in I the past. Our Mr. Julius 
Field, who has had the management of the 
business for the last ten years, retains ' a 
large interest in the New Company, and has 
been elected Managing Director. 

We take this opportunity of thanking you 
(25) for past support, and would ask you 
to kindly continue the same to the New 
Company. 

Limited Liability Company formed. 

We beg to inform you that we have this 
day formed our business into a Limited 
Liability Company under the | style of 

Wroxall & Wroxall, Ltd., 
the whole of the shares having been imme- 
diately subscribed. 

We thank you for the | numerous favours 
we have received from you during the twenty- 
five years we have been established, and trust 
that you | will extend to the New Company 
the same support as we have received during 
our existence as a private firm. (26) 
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We would add that the active management 
will remain the same, Messrs. Henry and 
Walter Wroxall continuing in the business] 
as Managing Directors. 



Calling: a Meeting: of Creditors. 

We beg to infonn you that Messrs. Harle)- 
and White, of 13, | Duke Street, Birmingham, 
have consulted us with reference to their 
affairs, and, acting upon our advice, they 
have decided to j place their financial posi- 
tion before their creditors at the earliest 
possible moment. 

A meeting of creditors will therefore be 
held I at the Offices of the Firm on the 
loth insL, at 2 p.m., and a statement of affairs 
will (27) in the meantime be prepared, so 
that the creditors may be enabled to decide 
upon the Ijest course to be | pursued for the 
liquidation of their claims. 

Should you be unable to attend the meet- 
ing, we shall be pleased to | act on your 
behalf if you will sign the enclosed form of 
proxy. 

Kindly forward a complete statement of 
your I account against the firm up to date. 



Market Reports. 

Whkat. — A quiet business has been pass- 
ing here, and prices have | shown no im- 
portant changes. To-day English Wheat is 
quoted at 29 6 to 30 6 per (28) 504 lbs. ; Red, 
276 to 296; Dantzic, 31 6 ; New Zealand,] 
29 6 long, 28 6 short. 

Sellers of cargoes of wheat in all positions 
generally asked rather more | money, but as 
buyers did not respond the business was 
within narrow limits. 

Wool- — There is practically no change 
to ' report. 

Fine merino tops are quotably a little 
dearer, but the business being done is small, 
and holders and users | alike act with caution. 
Fine cross-breds are firm, and so are low 
cross-breds, and English wools nominal!)'. 



but (29) the consumption hardh' tests the 
xalues. Mohair and Alpaca are steady. 

Iron. — There has been quite a rush for 
pig-iron, ' and supplies are very short. Exira- 
ordinary shipments and heavy decreases in 
stocks are reported, and this at the \eryi 
beginning of spring. The shipping season 
is the chief cause of rapid improvement in 
prices. All pig-iron prices have \ been raised. 
Neither makers nor merchants have much 
iron for sale for spring deliveiy, and second 
hands are no longer j underselling makei-s. 
Quotation for No. i, 75 o ; No. 4 foundry 
and grey forge, 72 b. 

There is (30) practically no change in 
values of manufactured iron and steel. 



Suc;ar. — The market here for cane descrip- 
tions has been steady, | though ' quiet, with 
very little offering in crystallized. Beet, 
which on Saturday was steady, opened firm 
and dearer this morning, 1 and has since been 
steady at the advance, the quotations at the 
close being April 10 3 sellers, and \ April 104 
buyers f o.b. 

In the refined market a steady tone pre- 
vails, with a good business | doing at finn 
rates. 

Tea. — There was a good market for all 
useful and better liquoring teas to-day, but 
the (31) commonest kinds remained weak.. 
This weakness in the commoner grades may 
be accounted for by the fact that such kinds j 
comprised the bulk of tea on which duty 
had been recently paid, and the trade now 
having duty-paid ; stocks of such kinds on 
hand, naturally do not feel inclined to buy at 
former rates until present holdings have | 
been reduced. The total decline, however, 
in low-priced teas dnes not exceed ^d. per lb. 

COFFKK. — For spot parcels [ the market 
has been quiet for some days. Futures last 
week were sleadj-, and have to-day remained 
the same. Ceylon (32) mostly sold at 436 
to 1150; Costa Rica, 39 o to 105 b. | 



(To be continued.) 
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GUILBERT PITMAN, Editor, 

( Formeriy Mamv^er to 
Sir Isaac Pitman <:r Sons, Ltd,) 

Address . — Cecil Courl, Charing Cross Road, 
l^ondon, W.C. 

Communications on matters of general inteiest to 
our readers are solicited. AH C ontributions (which 
must be written on one side of a sheet of paper in 
longhand or type^oritingj and sketches submitted 
must have the names and addresses of the senders, and 
be accompanied by stamps, if the contribution is not 
original th^ source from which it was taken must be 
stated. Paytnent for accepted contributions is made 
lohrn required : bu,', unless distinctly asked for, 
copies of tin? magazine will be sent as sufficient 
acknaivledgment. The Editor will endeavour to 
send back rejected MSS., but cannot guarantee their 
safe return. TiiK SHORTHAND W'ORLD is issued 
iibout the 2^th of each month, and should be obtain- 
able at all ne70sagents, btwksellers, and at the railway 
bookstalls throughout the United Kingdom by the ist 
of the follaxving month ; or it will be sent post free 
to any part of the world {carefully packed J for 6fl. 
a year, payable in advance. 

C'ALTlON. — // is not intended to publish bound 
7'olumes of Thk Shorthand Worij), and sub- 
scribers are particularly urged to take eveiy pre- 
caution against missing or losing any of the monthly 
numbers. A title page and index will be included 
in the twelfth number, and an artistic binding 
Clever 71'ill be supplied at a nominal charge. 



All communications respecting Advertisements to 
be fonoarded to Mk. K. E. Pottkr, 56, Ludgate 
Hill, E.C. 

Telephone: Xo. 1,160, Holborn. 
Telegra ms : ' ' Exultation , ' ' London . 

*^* In answer lo numerous inquiries, the books 
rocoiuniended to the student commencing the study 
of shorthand without the aid of a teacher are : — 

Pitman's Shorthand Instmctor : the Twentieth 
Crnlury ICdition. -\n entirely new' presentation of 
Sir Kaac Pitman's systen), based on tlie accumulated 
oxiMfrience of the past sixty years, inchidiiiij many 
valuable improvements whicli appear for the first 
lime Cloth, 38. 6d. 

Key to the Instructor (loth, is. 6d. 

The "Thin Red Line" Shorthand 
Notebook ; 200 pp 6d. 

Supplied ixjst free from the office of Thk Short- 
HAM) World on receipt of price. 

We are always pleised to ar>sii.t our readers in 
maiteis concerning shorthand. 

We are also in touch with many first-class teaeliers. 
and shall be happy to recommend one to any who 
may require the ser\ices of a reliable instructor. 



Answers to Inquiries. 

(Queries are solicited for this section. Only qua- 
tions and ansioers of general interest to our readers 
can be inserted. Correspondents are respectfully re- 
t/uated to bear in mind that communications shonld 
be written or. one side of the paper only, and that the 
name and address should always be gi'cen ( initials 
only will be printed). 

Jl Jl Jl 

Answered by Frkdk. T. ("iIssi.n*;. 
[2] SPEED IN SHORTHAND.-S. P 

((.horley) writes : — Wiih regard to speed practice 
in shorthand, I shall be ghd if you will kindly 
say whether it is l^etier 10 always wiite out new 
matter, or to continue going over the same article 
some 20 or 30 times. 

The ac<)uisition of speed in shorthand is a suh- 
jeci that has for many years engaged the earnest 
attention of phonographic experts and teachers, 
and the general opinion is thai speed can only be 
attained by transcribing the greater portion of 
what has been written. The reading of shorthand 
notes is an important item, and should be most 
carefully followeil out. The reading and trans- 
cription of one's notes are altogether tjuite separa'e 
matters. In the first case any mistakes in the 
characters might be overlooked in the hurry of 
reading, and in the second case this would prove 
detrimental to any student when trying for a speetl 
certificate. Dictation piactic:; should be had 
regularly every day, and all notes very closely 
examined and any mistakes at once corrected. 
Now and then a time-test of speed should be made 
so as to observe what progress has been effected 
in this direction. Read plenty of well-written 
shorthand, as it will greatly help in the correct 
formation of outlines, and covers excellent ground 
which should Ik* of goml service towards the 
attainment of speed. Vou will find this nuich 
more s.\tisfaciory and interesting than going over 
the same piece a number of times as you suggest. 

f3] PUNCTUATION. -H. F. (Leicester) 
writes : — Having purchased a second-hand tyj)e- 
wriler which has no keys for fractions, can you 
kindly tell me how 1 can reprevSent them on the 
typewriter ? 

Under the above circumstances, the only way is 
to use the angular division mark, which is found 
on every typewriter keyboard. For instance, in 
writing the fraction of thirteen sixteenths, you first 
print 13 and then use the division mark, afterwards 
printing 16, and over the last named figure use the 
inverted commas, lo denote inches, thus: — 13 16". 

[4] CYLINDER.-G. II. H. (Hornsey) 
writes : — Which do you recommend for ty|>e- 
writing, a hartl or soft cylinder? 

If a very clear impressi(m of the tyjx? is the first 
consideration, then by all means use a hard rubl^er 
roller, but at the same lime you must bear in mint I 
ihat the harder the roller the more wear will 
there be on the face of the lype. If a soft 
roller is used, then great care must be taken 
not to strike the keys too heavy, olhet\\i-e the 
roller will become gradually " jMlted," and in 
some machines will cause ba 1 alignment, es|>ecially 
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^\h?n tlierc Is no guicie for the types at the 
moment when the blow is given. It is always 
preferable to use a *' backing-sheet," as l)y this 
means a better copy is secure<l and the type 
surface is consefjuently more even. 

[SJ FAINT RIBBONS.— Typist ( Nottingham ) 
wiitcs : — The ink in my ribbon has become faint, 
although it has not been in use long : what is best 
lo be done with it } 

If your ribbon is faint do not turn il. as many 
typists do, but fold il up carefully and place it in 
the box and lay it aside for a week or two, when 
you will be surprised to see the ink will have 
spie-id somewhat brighter and the ribbon can then 
lie used again. There is no occasion whatever to 
waste anv portion of a good ribbon. We advise 
you to always keep a spare ribl)on at hand and 
change them occasionally on the machine in the 
manner above mentioned. 

[6] DIPHTHONGS.-;. R. M. (Birmingham, 
asks for the easiest way to write diphthongs on 
the typewriter. 

Keylwards are never furnished ^^ilh these unless 
SI ccinlly lequested. The simplest plan is lo strike 
the key for the first ieiicr (say, A" in the ordiraiy 
May and then shift the carriage half a space 
forward, holdirg it with ihe hand io that position ; 
then strike the requisite key (say, E), and having 
clone so, let the carriage go forward to finish the 
space. This modv; can be adopted at the end of 
a word rerjuiiing a diphhong. or when there are 
letters such as I, J, L, and T, but with other 
letters such as N, M, etc., then ihe following 
letter comes upon the half-letter in the diphthong, 
and it is lest to write the letters separately. 

Answered by T. R. RonKRi s. 

[7] MUCILAGE. 1'. A. C. (Cannon Street, 
E. C ) wMies: — I shall be ol)liged if you will give 
a recipe for a substitute for the ordinary pnste used 
in city offices— one that will keej) a rcascmable 
time without becoming musiy. 

Take a quart of water nnd dissolve in it a 
teaspoonful of pure powdered alum ; stir intti this 
enough of flour 10 make a thick cieam ; stir in 
next a teaspoonful of powderetl resin ; now pour 
in a cupful of ix)iling water. Stir it all well. 
When the mixture har. thickened from cooking by 
the l)oiling water, pour into an earthen vessel ; 
cover it up and keep it in a cool place. Add a 
few drops of oil of olives. Whenever you want to 
use any port'on of it, take what >ou need and 
soften it with a little warm water. This will give 
you a perfect paste, clean, wholesome, and lasting. 
Vou will l)e surprised how little waste you have. 
Should you need larger quantities, increase the 
j>roporti(ms/r^ rafa. 

Answers to Correspondents. 

C L, — Yes, if possible. 

M. P. — No, we cannot see our wnynl present. 
(JUII.L-Driver.— Neither the one nor the other. 
C. S. (Leeds).— Declined, with thanks. 
I'xcKRT.AiN. - " Between vou and nie " is correct. 



('. Harwooi). W'e cannot undertake to answer 
legal queries in this column. 

Puzzi.Ki). We certainly advise you to have 
noiliing to do with the advertisement. Il is, in oui 
opinion, not genuine. 

.ScHOOrxiiRl.. It was a pleasure to receive your 
congratulatory letter, and to know that y(ju like our 
first numbei. 

A. C. A. -Many thanks for your letter, but what 
you suggest would l>e scarcely suitable for our 
colunms. 

I.NTKRKSTEI). We, Hkc yourself, are anxiously 
awaiting further developments in this matter. 

C. W.VRNKR. We would gladlv adopt your sug- 
gestion, but we fear it is not practicable. 

R. (). Thanks for vour communication. We may 
possibly later on adopt vour idea,' but at present we 
are full up. 

Prize Competitions. 

f Subject to the General Conditions printed in Xo. /.J 

" Our Indian Empire" Competition. 

" Oar Colonies in the Antipodes " Competition. 

" The Dominion of Canada " Competition. 

"British Africa" Competition. 

" The United States of America " Competition. 

Only f)|x*n to our readers in the above countries 
respectively. No coupon required. 

Write out on a post-card in the corn'sponding 
style of shorthand, fully vocalized, a paragraph of 
about 100 words from a local newspaper. 

A prize of a packet of twelve post-cards with beauti- 
fully printed photographic views of London will be 
given every month to each of the six readers in each 
of the alxjve five countries {i.e., thirty packets are 
offered monthly) for the best specimens of shorthand 
writing. 

The comjietitions will be e.vantined monthly, and 
the names of the winners inserted in this magazine. 
Post-cards received too late for one month's issue 
will be taken with the next month's competitions : 
thus every competitor has an e(|ual chance. 

Names' and addresses must be distinctly written in 
longhand ; especially those of our Indian readers. 

^ ^ Jl 

" Special " Monthly Literary Competition 

(No. 6). Open to all readers. 

Prizes of Two Guineas and One (iuinea, rcsix'c- 
lively, are offered * monthly for the two best original t- 
articles, of about 1.500 words, in the field of short- 
hand, tyjwwriting. commerce, or journalism. 

The following points will be considered in the. 
adjudication of the prizes : — grammatical construc- 
tion and punctuation, perspicuity and vivacity of 
style, conciseness and facility of expression. 

Competition closes 25th March. 

"Daily Life" Competition (No. 7). Open to 
all readers. 

Two prizes, each of a los 6d. Fountain Pen, will 
l)e awarded for the best two essays describing brieHy. 
in homely .Anglo-Saxon words, how the competitor 
spends his or her daily life in the city, from the 
time of leaving home in the morning until returning 

• The Editor, .it his discretion, may withhold the fir->t 
prize in case no MS. is thought worthy of the award. 

t It is to lie understood that the article submitted has 
not been previously published. 
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in the evening. Conipeliiors should not deal with 
slatislics, processes of production, or purely business 
matters, but should confine their remarks to the part 
pljiyed by themselves as shorthand-writer, typist, 
or cashier, as the case may be ; (Jescribing their 
duties, surroundings, fellow-clerks, office equipment, 
l)ooks used, lunch-liour, &c. We need hanliy say 
that the description should be such as will not 
identify the establishment written about. Each 
paper must bear a motto or nom de plume for 
publication in the event of its gaining a prize. 
Name and address will not be published. 
Competition closes loth April. 

"Teachers*" Competition (Xo. 8). Open to 
foreign and colonial teachers of typewriting only. 

A prize of a standard work on' the typewriter will 
be: awarded for the best si)ecinien of a single page 
typcnvritten prospectus of a school of shorthand and 
typewriting. Xo coupon rec|uired. 
' C!ompetitions must reach London not later' than 
15th May. 

"Cartoon" Competition (Xo. 9). Open to all 
readers. 

A Half-guinea Fountain Pen as first prize, and a 
five-shilling gold pen as second prize, will be awarded 
for the l>est suggestions for a humorous cartoon 
illustrative of a rule in the shorthand text-books. 
Our readers are not required to send a drawiui; 
(which would limit the comjx^tiiion to the few) but 
merely a description of what the cartoon should be. 
The description, however, may be accompanied by a 
rough sketch, if desired, to belter illustrate the idea. 
Such a sketch, per se, will not lie taken into con- 
sideration in the adjudication. 

Competition closes 25th March. 

" Lady Tsrpists' " Competition (Xo. n). Open 
only to lady typists residing in foreign countries or 
the colonies. 

Two half-crown novels will be awarded for the two 
best specimens of a typewritten letter accepting (or 
declining) an invitation to a wedding. Xo coupon 
required. Competitions must reach London not 
later than loth May. 

"Tabulating" Competition ( Xo. 13). Open to 
all readers. 

/\ prize of a Half-guinea Fountain Pen will l)e 
awarded for the best specimen of a typewritten list 
of Stock Kxchange prices copied from a newspaper, 
and occupying a foolscap sheet of paper. 

Competition closes 31st March. 

"Shorthand" Competition (Xo. 14). Open to 
all readers. ^ 

.A prize of a 5s. cof)y of the Xew Testament in 
shorthand will lie awarded for the best four hints on 
'■ How to increase one's sjjeed in Shorthand," 
written or t\[M;d in longhand. 

Competition closes 31st March. 

"Ponger Competition" (.Xo. 15). Open to all 
readers. 

The following lines are taken from the Daily Mail. 
A prize of a copy of "The Shorthand Instructor " 
will be awarded for the best rendering of the same in 
the corres|X)nding style of shorthand received on or 
before 15th March. Xo Coupon required. 

Ifn man who p].^ys at ping-pone: is a *' poncer," 
Then a singer ni a " Miig-song ' i> a " .songer " ; 

If the "songer " is a siii.i;cr, 

Then the " ponger ' is a " pinger," 
And the man who !>ays its wrong must l)c a * wronger." 
If your charming partner at the game's a '* pingstress,' 
Then an opeiaiic nightingale s a " Mngstress" ; 

If the song she singN is sung, 

Is a game of ping-pong " pung "'t 
And is the girl who ifngers called a ** lingslress "? 



Are You out of a Berth? 

The foll<ywing are a few advertisements of zataMi 
situations clipped from various sources at the mcmeni 
ofgoiug to press. 

Though by the fitfu- this magazine /.« printed rkij 
'U'ill be necessarily late, it by no means follvms ihil 
the vacancy has been permanently filled, Rmden 
looking out for a " comfortable berth " should lose s^ 
time in sending in their application direct to tke 
advertiser. 

The applicant should bear in mind that ki^ letter 
may be received loith some forty or fifty otJien. cxi 
that the loriter will be judged by the style 1/ kii 
communication. The letter should, therefore, tt 
written in a firm hand with black ink om gt\^ t^fer, 
and should be brief neatly arran,^ed, properly 
punctuated, correctly spelled, and expressed in clecr, 
good English. Applicants must state {,1) age; 12' 
experience; \j) qualifications ; [4) speed ; {i)s*:liry 
required ; (6) references- enclosing copies cnlx v.' 
testimonials. The date, name, and cuidress sh^sU 
not be omitted ; and there is no occasion to go j»/* 
family matters. 

Jl ^ Jt 

REQUIRED, experienced Shorthand and Type- 
writer (male), with office experience.— App;>. 
with testimonials, H. Paget, 116. Victoria Stnrtt. 
S.\\'. 

REQUIRED, a youth, with fair knowledge of 
shorthand, typewriting, and gencml ^.Sce 
work. Reasonable salary to start with. No agen- 
cies.— Address, 100, care of Street and Co.. 164 
Hccadilly. W. 

SHORTHAND-TYPLSr (male) required. -.\ppy 
by letter only, staling full particulars ai 10 
previous experience', age, and salary required, to tk 
Charing Cross and Strand Electricity Supply Cor- 
poration, 85, Commercial Road, Lambe th. S.E 

JUNIOR SHORTHAND CLERK required, in 
the office of an old-established company.— Appli- 
cants must reply in own handwriting, stating age. 
previous exfjerience. and salary required, to Secreun-. 
care of Anderson's .Advertising .Agency, 14, Cockspar 
Street. .S.W. _ 

J^'NIOR ENGLISH GOVERNESS required, 
with good junior music, bookkeeping, shonhand 
Share general supervision, and needleworL— 
Oxford College, Clacton-on-Sea. ^^^^ 

CLERKS.— We are requiring a young nun as 
Correspondent, with knowledge of lypJng- 
shorthand and bookkeeping, .V future for a nuin 
with brains.— Burberry's, Arundel Place. Havmarkei, 
S.W. 

EQUIRED, an experienced Clerk, accustomed 
_ J. to the work of a public company, and capable 
ot efficiently i^eiforming the duties of secrel-iry oii. 
small syndicate. Salary f^i week to commence. 
Mu.-it Ije good bookkeeper and shorthand writer.— 
.Apply by letter, giving experience, to 1)., care of 
Street's .\gency, 30, Cornhill, E.G. 

JUNIOR CLERK wanted, in City commercial 
house. Must be good at figures. Shorthand 
writer preferred. -Apply in own writing, to G., 
965, care of Deacon's, Leadenhall Street, E.C. 
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THE ELLIOTT AND HATCH 
TYPEWRITER 

AVRITES your LETTERS, INVOICES, 

&c., and your COPY in BOOK at 

One Operation. 

AVRITES on Paper of any Width, and 

Cards of any Thickness; and Writes 

in BOUND BOOKS. 

Send for No. 35 Catalogue to 
The AMERICAN TYPEWRITER CO., 

87, Gracechurch Street, LONDON, E.C 



No. 9 1 

1^2 ,'r:> 



fi 



S.W. COUPON \ f) 



nlo/ ij SMOCOUPO?^ 



'J^% 



S.^V.COUPOIV K 



Ql4 a S.W 



The only way to tell whether you can 
write quicker with a 

GUILBERT PITMAN 

SHORTHAND PEN, 

IS TO TRY ONE. 



8tnce its foundation in 1887, 

KENSINGTON COLLEGE 

OF COMMERCIAL EDUCATION 

HAS SUSTAINKI) ITS UNIQUE AND UNBROKEN KE( ORD OF HAVING PROVIDED A 

SATISFACTORY APPOINTMENT for EVERY STUDENT. 

Directors :- JAMES MUNFORD, First Fellow N.P.S., Pioneer of Modern Scbools for Commercial 
Education, late Vice-President of the Society of Diplomated Teachers of Phonography 

Holder of the N.P.S. Diploma, and other Certificates. 

OUILBEBT PITMAN, First Fellow N.P.S., Nephew of the late Sir Isaac Pitman, and late 

Manager to Sir Isaac Pitman ft Sons, Ltd. 



Lady Superintendksts. — Mrs. Munford and the 
Misses Munford. 

The Staff.— The Staff consists of the moj.1 experienced 
and able teachers in the metropolis. 
■ Subjects. — Shorthand, Typewriting, Book-keeping, 
Business Training, Secretarial and Commercial Corres- 
pondence, Modern Languages on the Gouin System, 
Engjish to Foreigners, Preparation for Electrical and 
Engineering Colleges, Prelim. Law, Prelim. Medical, etc. 

SPECIAL FE.^TURES. 

This old-established College provides, for the sons and 
daughters of gentlemen cartful as to surroundings and 
associations, a thorough and practical training for 
Commercial and Secretarial .Appointments 

Ladies. — There is an entirely separate Division for ladies. 



Sir Isaac Pitman.— This w.is the favourite school 
the late Sir Isaac Pitman. 

Model Office. — 'Ihe Model Office attached to the 
College is fitted with all the requisites of a Merchant's 
Business Office, namely : Clerks* desk«», typewriters, 
copying press, mimeograph, letter-filing devices, card 
indexing, letter books, postal and account books, etc. 

Situation. — The College is situated in the healthiest 
and most fashionable quarter of London, and is of easy 
access from all parts, being close to the Queen's Road 
Railway Station (Inner Circle), to the Queen's Road 
Railway Station ^Electric), and to the Royal Oak Railway 
Station (Metropolitan), and to Westboume Grove. 

Special attention is devoted to backward and difficult boys. 

Residential College. — Lady Superintendents, Mrs. 
Munford and the Misses .Munford. 

J^or Prospectus attd particulars of ihe SECRETARIAL TRAIRIHG COURSE, and the SPECIAL CITY COURSE, 

comprising a thorough training under the direct personal sujjervision of Mr. Munford, of long and varied 
City and Secretarial experience, apply to — 
The SECRETARY, Kensinfl^ton College, 143-145, Queen's Road, Bayswater, W. (next Whiteley's) ; 
Miss MUNFORD, Regent House, 233a, Regent Street, W. ; or to 
Mr. GUJLBERT PITMAN, Cecil Court, Charing Cross Road, W.C. 
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YKAKS" SUCCESS 

AS THK 

UNIVKIISAL KE:\1EI)Y 

FOK 

Coughs, Colds, 

Asthma, Bronchitis, 

Influenza, Whooping- 

Cough, Hoarseness, <&c., 

HAy MADE 

" £ung Tonic 






S 






AIS AB80LtTTE NECESSITY TO EVERYBODY 



Important Notice: 



SUBSTITUTION*— T/inr are so nunuf ImiMiom of 
thU .^mreii>i/ii/, mui fherffore popular, nmr^f/f/ that ii fs 
of thp ithiiQuf imporffiiirf yon should iiJ<(' the trord 
L^^ffli '*OWBRIDGB'* 'che^t hnijiinj Lmt'j Toitie^ ami 



TAKE NO SUBSTITUTE. 



fhv^kjred by 

«. T. 0WBRID6E. M.P.8., Chemist, Hull. 

Si>i<l rv+'ry where 

in bottles, at Vs. \\d., 2«. %L, 

4«. Ct(^., and 11?. 

COPYiilGHT. 



(;:■:©;■ 



Digitized by 



Google 



I WILL rby wim 



-/^ 



OLY NCNT.oj^THE SHORTHAND WORLD|{rv^»^^T.Hc TOADyct>.iij 



>^ 



Sick Made Well 
WeakMade Strong 

Marvellous Elixir of Life Discovered 

by Famous Doctor Scientist ttiat 

Cures every Known Ailment. 



Wonderful Cures Are Effected That 

Seem Like Miracles Performed 

—The Secret of Long Life of 

Olden Times Revived. 




Tli« Bemedy is Tr— to All Who Sond 
Vamo aad AddroM. 

After years of patient study and delving into the 
dusty record^ of the past, as well as following modern 
experiments in the realms of medical science, Dr. James 
W. Kidd, 446, First National Bank Building, Fort 
Wayne, Ind., U.S.A., makes the startling announce- 
ment that he has surely discovered the elixir of life ; 
that he is able with the aid of a mysterious compound 
known only to himself, pro* 
duced as a result of the years 
he has spent in searching for 
this precious life-givnng iMon, 
to cure any and ever>' disease 
that is known to tht^ human 
body. There is no doubt of 
the doctor's earnestness in 
making his claim, and the 
remarkable cures that he is 
daily effecting seem to bear 
him out ver>' strongly. His 
theorj' which he advances 
is one of reason and based 
on sound experience in a 
medical practice of many 
Hp Jaufs WiiUAU Kion ycAr^ It costs nothing to 
DR. JAMES WILUAM KIDD. J ^^.^ remarkable "Efixir 

of Life," as he calls it, for 
he sends it free to anyone who is a sufferer, in sufficient 
quantities to convince of its ability to cure, so there is 
absolutely no risk to run. Some of the cures cited are 
very remarkable and,-but for reliable witnesses, would 
hardly be credited. The lame have thrown away 
crutches, and walked about after two or three trials of 
the remedy. The sick, given up by home docton^, 
have been restored to their families and friends in 
perfect health. Rheumatism, neuralgia, stomach, 
heart, liver, kidney, blood, and skin diseases, and 
bladder troubles disappear as by magic. Headaches, 
backaches, nervousness, fevers, consumption, coughs, 
colds, asthma, catarrh, bronchitis, and all affections 
of the throat, lungs, or any Wtal organs, are easily 
overcome in a space of time that is simply marvellous. 

Partial paralysis, locomotor ataxia, dropsy, gout, 
scrofula, and piles are quickly and permanently 
removed. It purifies the entire system, blood and 
tissue, restores normal nerve power, circulation, and a 
state of perfect health is produced at once. To the 
doctor all systems are alike and equally affected by 
this great '* Elixir of Life." Send for the remedy 
to-day. It is free to ever>' sufferer. State what you 
want to be cured of, and tne sure remedy for it will be 
sent you free by return mail. 

Remember a letter to America from the British Isles 
requires 2^. pc»tage. Write your name very plain, 
and be sure to give your full address, so there can be 
no mistake in delivery. 



Zox Cures Neupalg^ia. 

Free Test Offered 

to our Readers. 

Neuralgia is a Disease of the 
Nerves, and most commonly at- 
tacks the nerves of the face. T/i'e 
annexed cut presents in the pro- 
minent white lines the nerves 0/ 
tfu fifth branchy which are most 
iiafie io attacks 0/ neuralgia. 
.All who suffer from this tantalis' 
ing i>ain will be glad to know of a 
speedy Remedy, which is certified free from injurious sub- 
stance. The proprietors of the Remedy offer to send two 
free sample Zox powders to any Reader of ** The Shtn^- 
hand IVorld" who will send stamped addressed envelope. 
Zox is sold by Chemists, etc. , at 1/- and 2/6 per box, or post 
free from the ZOX CO., 11, Hatton Garden, London, E.C, 




THE 



IRet>orter's 6uide« 



By T. A- RKKD, 



"THE PRINXE OF REPORTERS." 

"It will be strange if this little book does not find favour 
even bej-ond the circle of those for whom it is special) >- 
intended ; for it gives a great deal of useful and interesting 
information, such as any reader would be glad to obtain. 
There has been lately much talk of shorthand, and the 
little book abounds with judicious advice upon that 
subject." — Illustrated London Nev>s. 

" No better book on the subject has l)een published, and 
every shorthand writer should read and study it." 

European Mail. 

" Crowded with all sorts of information necessar>* to be 
known by those who aspire to be either newspaper or Ian' 
reporters. Many useful hints are given about transcribing 
notes, from which beginners cannot fail to derive great 
benefit." — Christian World. 

" We do not recollect ever meeting with a new book on 
shorthand that gave \is more delight than Mr. Reed's 
'Reporter's Guide.'" — Sir Isaac Pitman in the Phonetic 
loumat. 

" A succinct, practical, good little treatise." 

Daily Tclei^raph. 



Fnce 1/6 doth. 



GUILBBRT I'lTMAN, 
Cecil Court, Charing Cross Road, London, W.C. 



Seventh Thousand, cloth, price \9. 

SYSTEMATIC MEMORY; 

Of, How to make a Bad Memory Good, 

and a Good Memory Better. 

By T. KACLAREN. 

F^NL.XRGKD .\N1) ImPKOVKI) EDITION. 

"The great desideratum which this volume pur- 
poses to supply, and which so many persons feel thf 
need of, is sought to be furnished by some well- 
considered rules respecting the association of ideas, 
and its power to reproduce to the mind, words, things, 
and circumstances otherwise irrecoverably lost." 

GUILBERT PITMAN, 
Cecil Court, Charing Cross Road, London, W'.C. 
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OF THE 

Points 



WHICH MAKE THE 




FTic« 

£11 Ikl 



BUCK 



ENSPERFER 

Typewriter 



SO GREAT A FAVOURITE are: 

ITO DflDTADII ITV it weighs only 6 lbs. without case, and but 
I I W I Un I ADILI III lOi to 121bs. when packed for travelling. 

Which is visible letter by letter as 
it is typed and remains readable 
till the sheet is finished. 

Affording users the 



ITS VISIBLE WRITING. 

ITS INTERCHANGEABLE TYPE. :^>-f • •»•"' 

No ribbon to smear. No pad to dry 
in patches. Always a sharp, clean 
impression. Alignment never varies. 

ITQ QIMPI IPITY ^^^ ^ learned in an hour, and a child can 



ITS BEAUTIFUL WURK. 



It forms an invaluable writing companion. It is specially adapted for 

Literary Work, may always be relied upon, and is easily manipulated 

at a high speed without tiring the fingers. 

The price to take 
foolscap paper is from 

Tli« BZ^CX nnitas in ItMlf tha sp^oial points olaimad for othor maohinos, and othors not 

to bo fonnd olBOWlioro. Sond for " Tlio Caso for tho BUokonsdorfor," provinir this, and lijrt 

Vo. 99, whioh tolls aU about BUekoniklorfora. 



£8 8s. to £11 lis. 



Look out for BLICKENSDERFER 
ELECTRIC, early this year. 



The 




References to ueera all over the Kingdom. 

B LI G KIMDEEEIE 
Typewriter Co., 

NEWCASTLE-ON-TYNE. 



London Depot: 9, CHSAPSIDE. 

West End Agency: 195, OXFORD STREET, W. 

Also in LEEDS, MANCHESTER, 

LIVERPOOL, BIRMINGHAM, GLASGOW, 

EDINBURGH, CARDIFF, DUBLIN, etc 



No. 4.-T0I. 1. 



"One IQn—One *Tongue — One ^Purpose,' 
Monthly. 



FOURPENCE. 




MAY, 1902. 




Saionthhf Price 4d. net* 
Tost Free, h^ to axt^ p^rt of the WorU\ 

Devoted] to the interests of alt 
Hmateuro and 8tudents of 

Carpentry, 
]^echantcst 
electricity, ani 
engineering. 

The Leeds Mercury says : — '* Wi 1 be found an 
admiratde aid to students and others desiring 
practical hints. May be safely commended to all 
young people seeking assistance in the arts and 
crafts. . . . The articles are by aut ^orities, and the 
letterpress and the illustrations arc alike excellent." ' 

/? ^ 

SIMFKHI, MARSHiULL, HAMILTON, KENT & Co.. Ltd.. I 
LONDON. 

Of any Nnvsngent^ Bookseiier, or Bookstall. 



Under this Cover 



o"R is the 

FREE ^'/ 



CATALOGUE 

WILL, ijgfcfe .. t. 



-'#n 






The New Model No 4. 

Softe*^■ Quickest Tduch* Direct Inking Unlv*i-e»| 

Singly Shl'Tt Keyboard. Many New Knd 

Auto mat Ic Ad v a n t Kgea. 

lB«eild by euthCkHftfd agenta In all eour^trkft. and 

in n«nrly every lurgo city throughout the worlds 

Cfttftioguei fr«o gn »ppiic»tioti to— 

Williams Tvpewretcit CoftpAHYp 

104» Newgate Street. Lohdoh* 



GUILBERT PITMAN, Cecil Court, Charing Cross Roai , London, 



6/- Per Annum, post free 

to any part. of the world. 



Et.t. 81a. Hell. 

All Rii,hts Reserved, 



-/:, 
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NEWNES' 
^ixt>cnn|| Series. 



DB. THXBNS : AntloVaooiniBt. 

H. Rider Haggard. 
THE AFBIGAir MILIiIONAIBlB. 

Grant Allen. 

THB MAirCHBSTlDB MAIT. 
Mrs. Banks. 

THB WHITJB COMPANY. 
A. Conan Doyle. 

ADVBNTUBES OF SHIDBLOOE HOIiMOS. 

A. Conan Doyle. 

MSMOIB8 OF 8HEHLOCE HOI«MII8. 

A. Conan Doyle. 
THB SION OF FOUB. 

A. Conan Doyle. 

THB IfiXPIiOlTS OF 

BBIOADIIBB QBBABD. 

A. Conan Doyle. 

BODNET STOITB. 

A. Conan Doyle. 
JOHN HEBBINO. 

Rev. S. Baring-Gould. 
MOIiLY BA^VN. 

By the Author of " Phyllis. 
DONAIi OBANT 

George Macdonald. 
MAIiCOLM. 

Geoi^e Macdonald. 
THB MABOUIS OF IiOBSIB. 

George Macdonald. ^_ 

VIOB VIBBSA. 

F. Ansiey. 

A WIUD PBOXY, 

Mrs. Clifford. 

THID BOICANCB OF A MIDSHIPMAN. 
W. Clarke Russell. 

BODMAN THB BOAT-STEBBBB, 

Louis Becke. 

THB HBBB-MOON. 

John Oliver Hobbes. 

FIOHTS FOB THB FLAG. 

W. H. Fitchett, LL.D. 
DBBDS THAT WON THB EMPIBB. 

W. H. Fitchett, LL.D 
8TOBIBS FBOM THB 

DIABY OF A DOOTOB. 

L, T. Meade. 

THB BBPBOACH OF AJTNBSIiBY, 
Maxwell Gray. 

WHAT'S BBBD IN THB BONB. 

Grant Allen. 

BOBEBT BLSMBBB. 

Mrs. Humphry Ward. 
THB HISTOBTT OF DAVID; OBIBVB. 

Mrs. Humphry Ward. 
MABCBLLA. 

Mrs. Humphry Ward, 
SHIPS THAT PASS IN THB NIQHT, 

Beatrice Harraden. 
JBSS : A Story of the Last Boer War. 

H. Rider Haggard. 
SHB: A History of Adventure. 

H. Rider Haggard. 
THB SIIiBNCB OF DBAN MAITIiAND. 

Maxwell Gray. 
THB TBAOBDY OF THB KOBOSKO. 

A. Conan Doyle. 



Post Free, 8d. each. 



"«it-Bits" 
MONSTER . . 
PENNY BOOKS. 



THB BBD SHOBS FAIBY TAI£S, 

IiimJD SNOW-WHITB. 

AUNT AUDBBY'S STOBY BOOK. 

8TOBIB8 FBOM BNQIiISH HI8TOB7 

TOKD TO THB CALIPH. 

POBTBY BOOK. 

BBCITATION BOOK. 

BOOK OF PATBIOTIC POBMS. 

TBNNYSON'S POBMS. 

IiONQ^BLIiOW'S POBMS. 

BHYMB BOOK. 

SPBIiLINa BOOK. 

^SOP'S FABIiBS. 

BNOUSH DICTIONABY. 

ANIMAIi SrOBIB9. 

ABABIAN NIOHTS. 

STOBIBS FBOM HANS ANDBBSEN. 

OBIMMS' TALB3. 

FAIBY BOOK. 

QABDBN BOOK. 

HBAIjTH BOOK. 

TABIiB BOOK. 

BBADY BBCKONBB. 

COOKBBY BOOK. 

IiONDON aUIDB. 

ABCHIE: or, the ConfeBsions of an Old 

Burglar. 
MB. DOOIiBY IN PBACB AND WAB, 
HBABTS OF OOI*D. 
THB QBNBBAIi'S DAUOHTBB. 
A BASB DBOBPTION. 
IN SBABCH OF VBNGBANOB. 
AN ABTIST'S I.OVB. 
A FATAL IMPUIiSB. 
8TBPHBN BBMABX. 
QUBBN AND BMPBESS. 
KINO AND BMPBBOB. 
*' BOBS " : THB IiIFB OF IiOBD BOBBBT3. 
"B.-P.," THB HBBO OF MAFBKINO. 
LIFB OF QBNBBAli BUIiLBB. 
THB BOMANOB OF THB LIFBBOAT, 
THB BOMANCB OF THB VICTOBIA 

CBOSS. 

By Post, 2d. each. 



GEORGE NEWNES^ Ltd., 7-12, Southampton Street, Strand, London,.W,C., 

or from Booksellers and Newsagents. 
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A LIVING BOOKCASE \"i:.<';ii^,r 

The WBRRICkE Patent Blastio Bookcase System 

is the only perfect system invented. It consists of a series 
of independent units which interlock with each other, so that 
you can commence in one corner of the room with a case to 
hold ten books, and this can be expaiideil upwards or side- 



Lftf^ enough for 10,000 boaka. 
Small enoug:h for 10 booki. 




TAg iiiust ration s/itnvs t/ie metlufdo/ buiUtin^ togethtr ihe 

units. Im'aluable to every Book lai'er. 

Dainty Illustrated S Booklet, fully explaining the above, 

posted free to any reader of Thk Shorthand World, 

or enquire of your Bookseller. 

p. ^ - 44. HOLBORN VIADUCT. E.C., and 
JLltDttCv 82. VICTORIA STREET. LONDON, S.W. 
Also Leicester, Birmingham, Bradford, and Liverpool. 

THE 

IRet>orter^s 6uide« 

By T* A* REED, 

*'THE PRINCE OF REPORTERS." 

•• It will be strange if this little book does not find favour 
even beyond the circle of those for whom it is specially 
intended ; for it gives a great deal of useful and interesting 
information, such as any reader would be glad to obtain. 
There has been lately much talk of shorthand, and the 
little book abounds with judicious advice upon that 
subject." — Illuitrated London News. 

" No better book on the subject has been published, and 
every shorthand uTilcr should read and study it." 

European Mail. 

•* Crowded unth all sorts of information necessary to be 
known by those who aspire to be either newspaper or law 
reporters. Many useful hints are given about transcribing 
notes, from which beginners cannot fail to derive great 
benefit."— CAr/*//V»« World. 

" We do not Recollect ever meeting with a new book on 
shorthand that give us more delight than Mr. Reed's 
•Reporter's Guide.' "—.V/r IsaM Pitman in the Phonetic 
/on mat. 

'* A succinct, practical, good little treatise." 

Daily Telegraph. 



Price \IQ cloth. 



GUILBBRT PITMAN, 
Cecil Court, Charing Cross Road, London, W.C. 
H 



It's b£tter \q spend 
half-a^guinea we}} 
tdan half-a-crown 
on aa experimeat 

Swan 

Fount ftia Pens 

ARE PSOVED 
THE BEST. 

9rieef : 
10/6, 16/6, 
25/- to 
JL20. 




■ Sold 

all 
Stationers 



9^ostage 
free. 



GUARANTEED. 

SEE CATALOGUE 

SENT FREE. 



No more steel 

pens, dirty ink 

pots, pen wipers, 

rusty holders. 



Mabie, Todd ff Bard, 

03r Ghaapildt, London, E.G. 

95ai RE;]{f;]it ?>i.,W,i 3, Esth.-intjc St . 
MaEicbcitter ; and j^j^ Ave. de TOperaf l*urjs^ 




LiC.HViROTMUTM'l 
KOH-iNOOR 

PENCILS 
Arc the ixt^i^ and 
T rprc^eril_, the 
lnj^he5,t Mnndard 
!jf penciJ ]ujtury. 
They JaAl wcllt dsj 
rotM]ap,.at]duk« 
a iine pomt, Ait- 

riitn uiit: iTicia 
c I t r y w h e r c . 
Made in Mjveij- 
tejri dfgTCo^ the 
tjiuiluy-L»ihc'<ian]D 
always— th^ bin h* 
ca, (xjSNible. Of 
Sl»! loners and 
Arli^l'i. O^luur- 



QUILBERT PITMAN'S 

SHORTHAND PENS. 

No. I, Hard, Fine point ; No. 2, Hard, Medium 
point ; No. 3, Flexible, Fine point ; No. 4, Flexible, 
Medium point. Each grade supplied at the uniform 
price of 9d. per half-gross box. Sample box of 
assorted flexibilities and points 64. 

The new feature of these pens is that they are 
made in different degrees of flexibility, and different 
widths of points, thus greatly facilitating the choice 
of a suitable pen. 

Try a box and see if you write better with thv.n. ( 

Each pen is stamped '* Guilbert Pitman. " which 
should be observed in purchasing. 
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Writers Everywhere are Usteg 

WiTEBIAK'S 



IDEAL 
iFOOmffl 
PEHS 



All a pen can be a 
Waterman's F*ountain 
Pen is.. It writes 
well, works easily, is 
clean in action. It 
maintains a uniform 
flow of ink to the last 

* \ drop. It only stops 
when the font is 
empty. It is made 
to write well without 
any of the incon- 
veniences asstxriatcd 

_ with other fountain 

J pens, and it does not 
^ fail in one particular. 

10/6, 16/-, 17/6, 

21/-, and upwards. 

In many styles, but 
only one quality, 

from high-class 
dealers A stationers. 



They Wrltt 

Always 
Ready 

No CoaxlBg 

Very Clean 

No Leaking 

Very Easy 

No BloU 

Very Swift 

No Shaking 

Very" 
Datable 

No Spurting 

In Fact, 

In Action, 

The Very 

Best! 

Rone Better 
Can Be 
Made! 



L&C.HARDTMUTN 
12, GOLDEN LANE, 
LONDON. E.O. 



EIGHTH THOUSAND. 



Systematic Memory; 



or. How to Make a Bad Memory Good, 

and a Good Memory Better. 

By T. MACLAREN. 

Enlarged and Improved Edition. 
Complaints are continually heard about bad memories. 
Some have the misfortune of having been Iwrn with 
•*• shocking bad " memories ; while others have, in thrir 
"early yezirs, been gifted with wonderfully good memories, 
but, by some mysterious process, have gradually lost the 
power of retaining even the most recent facts. Some, again, 
have the rare faculty of at once, and without the slightest 
difficulty, committing to memory ever>thin^ they please, 
but, unfortunately, in a ver>' few days all is entirely for- 
gotten : others, on the contrary, have very great difficulty 
in fixing anything in their minds ; but when once a thing 
is fixed, it is fixed for ever. The truth is, that most persons 
do not know how to employ their memories. The faculty 
rtiay be tolerably good, Dut the power of application is 
too frequently wanting. The system set forth in this 
remarkable work is intended to make bad memcries good, 
and good memories better. 

Parents will do well to encourage 
their children to learn this science, 
which Is indisputably one of the highest 
practical value. 

Students about to go up for examina- 
tion will find the system of peculiar 
assistance to them. 

Price 1/- Cloth. 

GUILBERT pitman, Cecil Court, Charing Cross Ro.. W.C. 



The OLIVER 

STANDARD 

VISIBLE WRITER. 




Tour Writing in Sight all the Time. 

GIVKS THK MAXIML'M OF GOOD RESULTS, 
WITH THK MINIMUM OF LABOUR. 

SiMPLL Reuable. Durable. 
Least Parts. Best Alignment. Heaviest Manifolder. 

I IVriU for a machine on Jree trial— 

OLIVER TYPEWRITER Co.. Ltd. 
I Head Offices— 4a, Poultry, London, E.C. 

I Showrooms and Copying Department : 

75, Queen Victoria Street, E.C 
' Glasgow : 94a, Hope St. Manchhstkr : 18, Tib Lane. 



For use in the Office. 




The **THIN RED UNE"" 

SHORTHAND NOTEnBOOK^ 

200 pages. Price 6d. 

Do you want a really first class note-book at a reasonable 
price? If so, the "Thin Red Line " Notebook will, we 
think, be found worthy of special attention. The size is 
S ins. by 5 ins., elastic bound (opening flat), the paper being 
a substantial cream-laid, bearing a plea.sant surface to wnte 
upon, and is strongly bound. Ruled in red lines, especially 
suiuble for note-taking in electric or g.is li^hi. Is acknow- 
ledged by all as " the best in the market. A ver>- liberal 
discount on six or more copies. Sample copy, post free, 6d. 

The ''G. P.** 

SHORTHAND NOTE-BOOIL 

No. 1.— 80 pages, Id. 
The ''G. P." 

SHORTHAND NOTEnBOOIC 

No. 2.— 160 pages, 2cL 
18. worth, assorted, sent post free. 



London: GUILBERT PITMAN, 

CECIL COURT, CHARINO CROSS ROAD, W.C. 

Digitized by LnOOQlC 



Shorthand Examinations. ^ ^ 



IT is an age of examinations. No subject 
of study but has its rhadaman thine 
examiners waiting to pounce down upon 
the unfortunate student and turn him inside 
out with awkward unforeseen questions and 
exercises that fill him with terror. No calling 
that one can pursue will soon be open to 
anybody who has not entered it through the 
portals of a searching examination. Insti- 
tutes and associations, incorporated and 
otherwise, are going to decide whether we 
shall be allowed to earn a living or not. 

We already have incorporated plumbers 
and associated sanitary inspectors ; every 
trade is organizing itself. I have not yet 
heard of the formation of the Incorporated 
Society of Shoeblacks, but I have a perfect 
faith that it will burst upon an astonished 
world before the first decade of the new- 
century is far advanced. When it comes it 
will have a stringent entrance examination, 
with searching questions concerning the 
various kinds of leather employed in the 
manufacture of boots, their respective ca- 
pacities for taking a polish, the descriptions 
of blacking most suitable for each, the 
diverse qualities of boot-brushes, and the 
fitness of certain kinds of hair for use in the 
several processes of converting a muddy 
foot-covering into a usable substitute for a 
mirror. And there will be essays to write 
on the ingredients of blacking, and the part 
those ingredients play in producing the final 
result, or on the muscular exertions involved 
in imparting a polish to a horseskin boot 
and a pigskin shoe respectively. The public 
w^ill be warned against the unexamined shoe- 
black, and invited to patronise only those 
artists of the blacking-brush who can pro- 
duce the society's diploma. 

Jesting apart, this examination business is 
reaching a stage when it will be necessary to 
cry halt A few years ago we seemed to be 
on the eve of a considerable revolt against 
the system. Eminent public men, scholars 
and educationists, wrote and spoke strongly 
of the tyranny of examinations, and pointed 
out forcibly and eloquently the evils that 
they bring in their train. But the agitation 
was temporary. It soon died out. And 

No. 4. 



examinations of all kinds have been multiply- 
ing since. We seem to be fairly on the way 
towards the time when one half of the 
population will be engaged examining thi* 
other half, and one half of the energies of 
the individual will be used up in the perpetual 
task of preparing for successive set tests. 

The demands of examiners become more 
and more numerous, and more and more 
exacting, and in that fact lies our hope and 
assurance of release. For as soon as the 
world realizes the seriousness of the encroach- 
ments that incessant preparations for multi- 
farious examinations makes upon the time 
and the life of all of us, there will come a 
questioning and a scrutiny that will lead to 
gigantic changes. We want a little time to 
live, a little time to work, and a little time to 
play — to say nothing of feeding and sleeping 
— and we can't afford to spend our entire 
lives in preparing for and passing or attempt- 
ing to pass examinations. We have one 
great examination to confront — the inevitable 
and inexorable test of life itself— and we 
shall have some day to insist on a large 
reduction in the other examinations, which, 
compared with that supreme and unshirkable 
trial, are all subordinate and elementary. 

There are, it must be confessed, few signs 
at present of any probable early diminution 
in the number or the variety of examinations : 
if any tendency can be said to be distinctly 
and unmistakably perceptible, it is one that 
will bring about an increase in the number. 
"What do you propose to put in their 
place?'' we are asked — "how without them 
are you to ascertain the fitness or otherwise 
of any given person for any given post .•* 
How are you to satisfy yourself that an indi- 
vidual possesses the indispensable modicum 
of education ? " And this generation is help- 
less before the problem : it has no substitute 
to suggest. Some day we shall come to 
recognise that character, temperament, and 
bent, have more to do with ensuring a man's 
success in any specified calling than all the 
certificates and diplomas that the most 
erudite and exacting of examiners can grant. 
And it may be that the discovery of that 
fact, which is so generally overlooked because 
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it is so universal, may give us a due that 
will ultimately help us to bring down the 
examination system to its due and proper 
place in the economy of life. Until we do 
get a grip of the right clue, we must perforce 
put up with the present infliction, and extract 
all the consolation we can from the pro- 
position that as things are, examinations 
are a necessary evil. 

It is esteemed a merit, a sign of progress, 
that examinations in shorthand have multi- 
plied within recent years. Really the fact 
shows only th<it this subject is moving along 
the same lines as all other educational sub- 
jects. Here is the Society of Arts, with 
its preliminary and advanced examinations 
at 50, 80, 1 10 and 140 words per minute — its 
centres in all parts of the United Kingdom ; 
the London Chamber of Commerce, with 
iunior and senior examinations, also held 
now in all parts of the countr>' ; the Union 
of Lancashire and Cheshire Institutes ; the 
Midland Counties Union of Educational 
Institutions, and the Yorkshire Union of 
Institutes, each catering specially for its 
own district ; the National Union of 
Teachers, and the various National and 
Incorporated Societies of Phonographers 
and Phonographic Teachers — ready and 
eager to examine anybody and everybody. 
And outside these are the Pitman speed 
examinations, and the many other exami- 
nations, such as those of the College of 
Preceptors, the Auctioneers' Institute, and 
the Cambridge Local Examinations, in which 
shorthand is either an optional or a com- 
pulsory subject. The student can have his 
progress tested and certified at various 
stages of study, for there are elementary 
and advanced theory examinations of divers 
descriptions. His speed attainments can 
be tested from the earliest attempts of his 
(phonographically speaking; infant pen, and 
there are countless opportunities for him as 
he gains in manual dexterity to sit for and 
win certificate after certificate, until he has 
enough of those testimonies of skill to paper 
the walls of a good-sized room. And there 
are medals for him to capture, with which 
he will be able to dazzle all his relatives and 
friends. And now there is an examination 
for shorthand clerks, and there are other 
examinations for shorthand teachers. 

One result of this plethora of arrange- 



ments is that there is growing up, cspjecially 
in our large towns, a class of phonographers 
(small, numerically, it must be admitted, uf> 
to now) who make it a business to pass 
examinations. Their entire leisure is given 
up to preparing for these festivals. Often 
they are persons who make very little use 
otherwise of shorthand. They toil in- 
cessantly to increase their speed, and enter 
their names religiously at every important 
examination year after year. Several note- 
worthy certificates may fall to their lot in a 
single twelve-months ; medals may be handed 
to them by great public men at larg^e public 
" prize -givings " amid thunders of applause 
from admiring audiences. But still their 
efforts continue until they find that the 
regulations debar them from sitting again, 
or from winning further prizes. As long as 
this species of distinguished and aspiring 
amateurs remains few in number, the spec- 
tacle of their performances may be harmless 
enough, and even amusing to spectators. 
But if the craze should seize upon any large 
section of phonographers, it will be an evil. 
For the object of learning shorthand is to 
use it, and to use it efficiently and creditably, 
whereas the object of the type of persons to 
whom I have referred is not primarily the 
employment of shorthand, professionally or 
commercially, but the amassing of certificates 
and prizes and medals. I wonder, some- 
times, what they will do with them in later 
life: 

Let me guard myself against a |x>ssible 
misconception. I would not have it supposed 
for one moment that there are no genuine 
hard-working phonographers among these 
seekers after multifarious certificates. There 
are excellent people among them, whose 
daily shorthand work would be creditable 
to anybody. But after a certain stage, 
the craving for certificates ceases to be quite 
legitimate— or rather it must be superseded 
by efforts to gain excellence in other and 
more important subjects of study. That 
erasing is the necessary outcome of the 
prevalent examination system, and the more 
we multiply examinations and prizes, the 
stronger will the craving become in those 
who are afflicted with it. The truth remains, 
however, that we do not exist for the purpose 
of writing shorthand. No sect, as far as I 
have vet heard, has inserted in its catechism 
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^ declaration that the chief end of man is 
to pass examinations and glorify phono- 
:graphy for ever. Phonography is a precious 
possession, but it is far from satisfying' all 
the needs of life. 

And now for a revolutionary suggestion. 
Granting the necessity for examinations in 
shorthand — granting the usefulness of those 
tests — is it at all desirable that there should 
exist so large a number of examining bodies.^ 
Already they overlap considerably, and in 
the near future there seems every likelihood 
of their overlapping still more. Cannot some- 
thing be done to counteract the tendency ? 
Is it Utopian to anticipate in the future the 
organization of a powerful National Short- 
Tiand Examining Board, presided over by 
the most experienced experts, carefully se- 
lected from all parts of the kingdom, and 
-entrusted with the sole work of conducting, 
on some uniform and well-considered plan, 
all the existing examinations, or such of them 
as might be deemed worthy of retaining ? At 
the present time such a scheme is, I admit, 
-entirely impossible of accomplishment. But 
the future is going to bring forth all kinds of 
^ood things — and why should it not bring 
forth this.^ The consolidation and unifi- 
cation of existing examinations would be 
a valuable step forward. Shorthand has 
reached a stage when its great utility has 
teen so extensively proved that it is every- 
where recognised. It is its own vindication, 
and it needs no defence. All that the world 
asks of those who set up as its practitioners 
IS that they shall be able to perform efficiently 
and satisfactorily the work that they under- 
take ; and the value of an examination is 
primarily that the candidate who submits 
himself shall satisfy himself of his own 
efficiency. Its secondary value — the evidence 
to the outside world of the degree of fitness 
■certified to— will be vastly enhanced if the 
certificate is one granted by a body well 
Icnown to the public as the supreme authority 
on the subject. From this point of view, 
the establishment of such an authority 
-would seem to be eminently desirable. 
As I have already suggested, the question 
is not yet, and perhaps . it will not soon 
.become, one of practical politics. But I 
venture to think that it is worth pondering 
over. 

The ONLOOKfiR. 



Nice Hands, j^ j^ ^ 

TYPISTS as a class, especially lady 
typists, are particular about their 
hands, and are anxious that they 
should always look " nice." And it is right 
that they should be careful ; for not in- 
frequently much depends upon this seem- 
ingly trivial matter. 

It is usual for the dictatce to sit at the 
same table as the employer, who cannot help 
noticing if his assistant has red or chapped 
hands ; and though he may not say any- 
thing, yet he is unpleasantly affected by the 
sight. The effect upon the typist is more 
marked, and is made evident by uneasy 
movements and twistings as she endeavours 
to conceal her hands as much as possible, 
and by numerous mistakes, caused by her at- 
tention being drawn from the work in hand. 

Natural defects cannot, of course, be 
helped ; yet even in such a case much may 
be done to make the hand, as it hovers over 
the notebook, presentable. Long and dirty 
finger-nails should never be seen, and, we 
are glad to say, seldom are ; for no self- 
respecting employer would tolerate them. 

The chief cause of unsightly hands are 
chilblains, and as these are capable of cure 
we gladly say a few words as to their treat- 
ment. If the hands are cold, do not warm 
them at the fire, but rub them to restore the 
circulation, and to remove cramp. Opening 
and shutting of the hand frequently and 
quickly several times will help a lot. Do 
this during the pauses in dictation, but not 
so openly as to disturb the mind of the 
dictator. If the hands are placed in the lap 
you can give them much of this unseen 
exercise ; and at the word of command you 
will find them quite fresh and warm again, 
and ready for another turn. If, however, 
through neglect your hands are troubled 
with chilblains, dissolve a lump of alum 
the size of a nut in a pint of hot water, and 
soak them well in this for a quarter of an 
hour. Then wear gloves all night. And 
remember this : though chapped hands and 
chilblains are sometimes caused by cold, 
these evils are more often brought on by 
improper drying. To go out into the cold 
air with damp hands will not only make you 
feel miserable, but will almost surely give 
you chilblains, or a roughened skin. But, 
after all, the only effectual preventive of cold 
and chapped hands is plenty of vigorous 
exercise for the whole body. Try and get into 
some gymnasium if you want to enjoy life 
and vour work. 
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Mr. BERNARD DE BEAR, the well- 
known Principal of the Metropolitan School 

of Shorthand, 

is a self-taught 
phonographer 
and was born 
in London, 
May 23rd, 
1863 ; he is of 
Dutch extrac- 
tion, his name 
having been 
originally de 
I5eer. 

He was ap- 
pointed a 
teacher at the 
a bo ve- men- 
tioned school in 1886 under Mr. Gunn, and 
was the first phonographer to takea certificate 
{.)r writing at the rate of 200 words a minute, 
for which exploit he received, in addition to 
his certificate, a gold watch, presented by Sir 
Isaac Pitman, which, however, was subse- 
quently stolen from his private residence, 
and has never been recovered. 

Tiy dint of hard work and real ability, Mr. 
de Hear has earned for himself the proud 
position of Principal of the largest school of 
its kind in the world, and it is not too much 
to say that it is owing to his great energy 
and ready tact that the Metropolitan School 
has attained its unrivalled position. He was 
for a time engaged as shorthand writer to 
Mrs. Weldon, the well-known litigant. 

FREDERICK T. QISSINQ, M.I.P.S. 

Jiorn in London, May 27th, 1856. Educated 



at Bell's Naval School, Portsmouth, and 
privately at Devonport, under Lieutenant 
Webster, R.N. At the age of sixteen entered 
the office of Robey & Co., Limited, engineers, 
Lincoln, and remained with them eleven 
years. Left them in 1883 to accept an 
engagement with Davey, Paxman & Co., 
Limited, engineers, Colchester, and has 
recently terminated same, after i8{^ years' 
service, to commence business for himself 
in London, as shorthand writer and tx-pist, 
at Sanctuary House, Tothill Street, West- 
minster, S.W. Commenced the study of 
shorthand in August, 1874 ; and in June, 1S7S, 
received the Teacher's Certificate. For some 
time assisted in teaching shorthand at the 
Evening Schools established in Lincoln by 
Chancellor, afterwards Archbishop, Benson. 
Is a collector of shorthand books, and 
has a library comprising upwards of 350 
shorthand 
works and 
works on 
stenographic 
topics, includ- 
ing many of 
the old sys- 
tems, and 
several books 
of extreme 
rarity. Was 
one of the ex- 
hibitors at the 
Shorthand 
Congress of 
1887, and is 
a frequent contributor to the various short- 
hand and typewriting magazines. 
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The Society of Arts 

Examination in Typewriting. 

(GRADE 2.) 
A — First Cljiss ; B — Second Class; C — Third Class. 



II. 

THEORY PAPER, 1902 (with Corrections in parenthesis). 



AB (i) Give ilie plural forms of: MS, 
(MSS.) ; p. (^.) ; Attomey(j)- General ; 
Lord - Chancellor(j) ; Lord(j) - Lieu- 
tenant ; Aide(j)-de-camp ; court(j)- 
martial ; Commander(j) - in - Chief ; 
Queen(j)-Consort. 
A (2) Type the following passages in single - 
line spacing, correcting misspellings, 
and punctuating where necessary : — 
Carrier. — A person who conveys goods 
from place to place for higher {hire) for such 
persons as think fit to employ him (.) such 
{Such) is a proprietor of wagons {waggon s\ 
barges, litres ' light ers\ merchant ships (,) or 
other instruments for the publik {public} con- 
vayance {conveyance) of goods. In a legal 
sence {sense) it extends not only to these 
{those) who convay {convey) goods by land, 
but also to the owners and masters of ships 
(,) male {mail) contractors (,) and even to 
wharf ngers who undertake to convay {con- 
vey) goods for hire from there {their) wharfs 
{wharves) to the vessel in there {their) own 
lighters, but not to meer [mere) hackney 
coachmen. By ancient custom acknowledged 
by judicial decision (,) a common carrier of 
goods for hire his (is) not only bound to take 
goods tendered to him (,) if he as {has) room 
in his convayancc (conveyance), and he his 
{is) informed of their quality and value, but 
he his(/j; liable for their loss except in three 
cases. I. Loss ariseing [arising) from the 
Kings {King's) publik {public) enemy's 
{enemies). 2. Loss ariseing {arising) from 
the act of god {God), such as storm, light- 
ening {lightning), or tempest. 3. Loss aris- 
ing from the owners (owner s) own fault, as 
by imperfect packing. 

Carriers (') Act.— In order too {to) 
settle disputs {disputes) as to loss and injury 
between carriers and persons whose pro- 



perty they carried (,) the act {Act) of ir 
George iv {IV.) and i William IV. c. 68 was 
past {passed), by wh. {which) it is enaked 
{enacted) that no common carrier by land 
shall be liable for the loss of (,) or injury 
two {to), certain articles (,) particularly enu- 
merated in the Act, contained in any pack- 
age wh. {which) shall have been deld. {deliv- 
ered) either to be carried for hire, or to 
accompany a passenger, when the value of 
such article shall excede {exceed) ;^io (,) 
unless at the time of the dely. {delivery) of 
the package to the carrier the value and 
nature of such article shall have been ex- 
plicitly declared (.) in (//i) such case the 
carrier may demand an increased rate of 
charges, a table of wh. {which) increased 
rates must be affixed in legible characters in 
some publik {public) and conspicuous pt. 
(part) of the receiveing {receiving) office; 
and all persons who send goods are bound 
by such notice (,) without further proof or 
the same having come to there (their) know- 
ledge. A carrier can refuse to del. {deliver) 
up goods wh. {which) have come into is 
{his) possession has {as) a carrier untill 
{until) his reasonable charges for the carriage 
of same is paid. A person who convay s 
{conveys) passengers only is not a common 
carrier. 

A B (3) On the joth April, 1902, the follow- 
ing goods were despatched by The 
Speedy Typewriter Syndicate, of 
London, to J. Griffiths & Sons, of 
Coventry. Typewrite (in commercial 
form) the invoice. 
I Speedy Typewriter, No. 60809, with 
cover, ^22 9s. 6d. ; i Tabulator, No. 603, 
^4 4s. ; I No. 13 Roll Top Cabinet, ^13 
IDS. ; I Chair, leather upholstered, £,2 5s. ; 
I Box Single Black Carbons, 8 in. x 10 in., 
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i6s. 6d. ; I Box ditto, 8 in. x 13 in., 17s. 15s.; 1 Duplicator, £;i 2s. ; i Tube Dupli- 

6d. ; I Box Double Black Carbon, 8 in. x cator Copying Ink, 4s. 6d. ; i Reid Copy- 

12 in., 16s. 6d. ; i doz. Indelible Copying holder, 8s. ; i Copying Bath, 15s. ; i Eraser, 

Ribbons,^! los. ; 6 1000 pp. Japanese Silk 6d. ; i Eraser Shield, 3d. ^45 15s. 6d- 

Copying Books, ;^3 ; 3 Rms. No. 8 Wove Less, 5 per cent. on;^26 13s. 6d. ^ ^i 6s. 8d. 

Paper, 4to, i8s. 9d. ; 3 Rms. do. legal, j[,\ Total, ;^44 8s. lod. Sent Carr. pd. per L. 

2s. 6d. ; 6 Rms. No. loA Laid paper, 4to, & N.W.R. Co. 

LONDON, 

10th April, 1902. 
Messrs. J. Griffiths & Sons, 

COVENTRY. 

BOUGHT OF The Speedy Typewriter Syndicate. 

fi s. d. 

1 Speedy Typewriter, No. 60809, with Cover, EE 9 6 

1 Tabulator, No. 603, 4 4 

1 No. 13 Roll Top Cabinet, 13 10 

1 Chair, leather upholstered, 2 5 

1 bx. Single Black Carbon, 8 in. x 10 in. 16 6 

1 bx. ,, ,, ,, 8 in. X 13 in. 17 6 

1 bx. Double ,, ,, 8 in. x IE in. 16 6 

1 doz. Indelible Copying Ribbons, 1 10 O 

6 1,000 pp. Japanese Silk Copying Books, 3 

3 Rms. No. 8 Wove Paper, 4to 18 9 

3 Rms. ,, ,, ,, legal, 12 6 

6 Rms. No.lOALaid,, 4to, 15 

1 Duplicator, 2 2 O 

1 Tube Duplicator Copying Ink, 4 6 

1 Reid Copyholder, 8 

1 Copying Bath, 15 

1 Eraser, 6 

1 Eraser Shield, 3 

66 15 6 
Less 5 per cent, on £26 13s. 6d.= 1 6 8 

£54: 8:10 
Sent Carr. pd. per L. & N. W. R. 

[Note variation in the addition— the Society's Paper gives the total as £^^ 8s. lod. — En.] 



Digitized by 



Google 



AND IMPERIAL TYPIST. 



91 



JL B (4) Type in correct form as for an 
envelope the following : — 

( TAe Right Hon.) Lord Rosebery, 

Dahiieny Park, 

Nr. Edinburgh. 
( The Right Han. The) 

Lord Mayor of London, 

Mansion House, 

London, E.C. 
{The Hon, The) 

Lord Provost of (".lasgow, 

Municipal Buildings, 

Glasgow. 
Sir William Arrol & Co., Ltd., 
Bridgeton, 

Glasgow. 
{Messrs.) 

Jordan & Sons, Ltd., 

Stationers, 

Col more Road, 

Hull. 
Thomas T. Rankin, Esq., C.E., B.Sc, 
Technical School «& Mining College, 
Coatbridge. 
Mr. Ed. Wilson, 

Butcher, 

90, High Street, 

Carlisle. 
ABC (5) {a) What would be the amount 
of postages and fees on the following 
letters ? 

WEIGHT. 

a Coatbridge to Aberdeen. 6oz. Insured ^f 10 (4W.) 
b Rochester 10 Dundee, 3 oz. Registered (3d. ) 

f Liverpool to Quclxjc, ioz. (id) 

d ( jiasgow to Auckland, N . Z. , f^ oz. ( 3d. ) 

t' Londonlo Melbourne, 40Z. (is. 8d. ) 

/ Birmingham to Paris, i oz, (5d.| 



(Jf) A local legal firm desire to forward, 
after Post- Box has closed, an important 
letter, weighing 4 oz., to a partner stay- 
ing at the Station Hotel, Lanark, N.B. 
State the quickest means of trans- 
mitting same, and cost ? 

(By Railway Letter Post, for conveyance 
by the next available train. In addi- 
tion to the ordinary postage of id., 
should pay the booking-clerk at the 
passenger railway station the author- 
ized fee of 2d.) 

C (6) {a) W'hat characters would you u^e to 
obtain the symbols for the following ? 

Dollar (S and / or )( ) ; asterisk (x and 
— ) ; section (s and s) ; division (- and 
:) ; equation (— and — ) ; diuresis 
(•* ) ; cedilla (,) ; decimal (.). In the 
examples in italics, turn the platen 
roll slightly backward or forward as 
required. 

{b) Express in words the values : XXX. 
(thirty) ; XL. (forty) ; XC. (ninety) ; 
XCIX. (ninety - nine) ; CIX. (one 
hundred and nine). 

C (7) Writing on 14th April, how would you 
refer in a letter to the following dates } 
17th February (17th February last). 
8th March (8th ult.). 

2 1 St April (21st inst). 

19th May (19th prox.). 

1 2th July (i2th July next), 



v.— TRANSCRIPT OF PAGE OF MANUSCRIPT. 

But she can write nonsense-verses as well as 
those that are moral and semi-religious. In 
a " Learine Pastoral " she says :— 

" The cows are singing in their nests. 
The blackbird chews the cud, 
The frog upon the sofa rests, 
The bee collects his mud. 
" The midi;e goes striding o'er the hills 
To see a baby whale, 
The fretful fly his goblet fills 
With boiling drops of hail." 
In a piece on ** Consolation" she says :— 
" The world has need of kindly tact 
Who rules niosi hearts is king ; 
And thou by some greal-hearled act 
May'st make the ages ring." 
Mrs. Cregson is a comforting poetess in her 
special line and degree. 

Several of the Papers have been crowded out, and will appear next month. Exigences of space 
also prevent us from giving all the examples in this number in typewriter type. 



" POEMS." By Mrs. Alfred Grecison. 

This volume of gentle verse is dedicated 
by the writer to all who may look upon its 
pages. Her desire is to be of some service, 
for which she seeks no praise. If her aim is 
attained she will be satisfied — 

" I shall have gained the prize I seek, 
Although my cry be low and weak ; 
It springs from out my heart ; 
And love is more than art." 

Mrs. Gregson's verses are full of good sense 
and sharp warnings against human folly. The 
drift of the following lines cannot be mistaken: 
- " Men are eating, laughing, sleeping. 
Careless of their future fate ; 
Angels hover round them, weeping, 
Satan opens wide hells gale," 
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A V. 

Page of Manuscript to be typed with due regard to correct line-spacing and 
indentation of the lines of verse. 
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Some Ocean Flyers. 
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•* OCKANir." — A SALOON STATK-R(K)y. 
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THK GRAND SALOON OF THE S.S. "OCEANK. ' 
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A Gretna Green Tragedy. 
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Daily Business Life: 

The Routine of a Merchant's Office. 

By A CONFIDENTIAL CLERK. 

«3* j^ j^ j^ 



Circulars — />., printed notices and 
printed letters — are carried at book-packet 
rate, provided nothing appears in writing 
except the following : Corrections of errors 
in the print, date of despatch, name, address, 
and description of sender and addressee ; the 
place, date, and hour when the circular is a 
notice of meeting or appointment, and in the 
case of a notice of meeting, the objects of 
such meeting. Circulars written by typc- 
lATriter or produced by the mimeograph 
process must be handed in at a head or 
branch Post-office (not a sub-office), in bundles 
of at least twenty, and special attention must 
be called to the fact that they are precisely 
identical in all respects. 

Newspapers.— Registered newspapersare 
charged ^d. each, whether singly or tied up 
with others in a packet. Packets of news- 
papers, however, exceeding 2 ozs. and not 
exceeding 5 lb., can be sent at book-packet 
rate, and if the papers are light in weight 
this will come cheaper than paying id. for 
each ; but if they are heavy you have the 
alternative of paying id. for each. Thus 
two papers weighing 8 ozs. can be sent for 
id. — \iz., id. each,^Vhilst four papers weigh- 
ing 4 ozs. can be also sent for id. at the rate 
of id. for 2 ozs. The size limits are the same 
as for letters. 

Postcards. — Official postcards with im- 
pressed Jd. stamp are Jd. each ; or, thin, 5id. 
for ten ; thick, 6d. for ten. Private postcards, 
minimum size 3^ x 2I ins., and maximum, 
near as possible to official size, can be posted 
with a halfpenny stamp affixed. Private 
postcards must have the words " Post Card " 
printed or written on the address side if used 
for transmission abroad. (See page 421 
Post Office Guide.) 

Rates of Postacie (Colonial). 

Letters.— id. per half ounce, and id. for 
each additional half ounce. Size limits 
same as for inland. 



The imperial penny postage applies to the 
following British Colonies and Protector- 
ates : — 



Aden. 

Ascension. 

Bahamas. 

Barbidoes. 

Bermudas. 

Hriiisli Central Africa 

Protectorate. 
Briiisli East .Africa 

Protectorate. 
Ikitish Ciuiana. 
BritLsIi Honduras. 
British North Borneo. 
Canada. 
Cape Colony. 
Ceylon. 
Cyprus. 

Falkland jrfands. 
Fiji. 

Gambia. 
(Gibraltar. 
Gold C >a5t. 
Hong Kong. 
India. 
Jamaica. 



Labuan. 

Lagosi, 

Leeward Island. 

Malay Stales. 

Malta. 

Mauritius. 

Natal. 

Newfoundland. 

New Zealand. 

Nigeria (Northern and 

Southern). 
Orange River Colony. 
St. Helena. 
Sarawak. 
Seychelles. 
Sierra Leone. 
.Straits Settlements. 
Tobago. 
Transvaal. 
Trinidad. 
Turk's Islands. 
Uganda. 

Windward Islands. 
Zanzibar. 



1 oh ore. 

Australia Rhodesia, Egypt same as for- 
eign. 

Postcards : Single, id. ; reply, 2d. 

Printed* papers, newspapers, books, etc.,. 
id. per 2 ozs. 

Patterns and samples : ^d. per 2 ozs.; min- 
imum charge, id. ; weight limit, $lbs. 
R.\TF.s OF Posta(;e (Forei(;n). 

Most countries have joined the Postal 
Union, and the following are the Union 
rates : — 

Letters. — 2M. per I oz. ; for each addi- 
tional i oz., 2.^d. 

Po.stcards.— Single, id. ; reply, 2d. 

Printed 'and Commercial Papers.— 
Newspapers, books, etc., ^d. per 2 ozs. 
Books and printed matter are, with excep- 
tions, liable; to duty in the following coun- 
tries : — United States, Columbia, Uruguay,. 
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Portugal and her Colonies, Italy, Belgium, 
Canada, Victoria, Queensland, Spain, India. 

Patferns and Samples.— id. per 2 ozs.; 
minimum, id. These must be bona-fide 
trade s«amples of merchandise without sale- 
able value. Unpaid packets will be stopped. 
Limit of weight, 12 ozs. Non-Union coun- 
tries weight limit is 5 lbs ; size limit, 12 ins. 
long, 8 ins. wide, or deep. If in a roll form, 
12 ins. long by 6 ins. diameter. Samples 
must be sent with covers open at ends for 
easy examination, or in proper sample 
envelopes, or in boxes or linen bags — so that 
they can be easily opened. Name and 
address of sender should appear on the out- 
side, with the words " per sample post." 
Nothing else beyond the address. 
PosTiN(; Letters. 

The golden advice given by no less an 
authority than the Postmaster-General him- 
self is, " Post Early." Recently he caused 
a circular to be sent to London firms, asking 
that letters for the 6.0 p.m. collection should 
not be left until nearly six o'clock before 
being posted. The 6.0 p.m. collection is, 
generally speaking, the last post for pro- 
vincial and foreign mails, and the enormous 
bulk of letters to be sorted puts the postal 
staff to a severe strain if all firms post their 
letters at the last moment The Postmaster- 
General's warning was, that unless firms 
assisted him by early posting, so as to avoid 
a rush, he would have no alternative but to 
make the latest time for posting half-an- 
hour or so earlier. 

The evident moral in this is that if you 
can post your six o'clock letters by 5.45 p.m., 
or earlier, they will run less risk of delay, 
as they will be sorted in the earlier batches. 

Letters for delivery in London should be 
posted at all times during the day, and not 
left until the six p.m. post. 

In these days, when business men can 
talk to each other through the telephone 
from London to Manchester or Birmingham, 
they are inclined to find a day only a long 
time to have to wait for replies to their 
letters through the post, and the post clerk 
who misses the post through perhaps leaving 
•everything till the eleventh hour may cause 
the customer to whom the letter is written 
serious inconvenience. The prompt and 
energetic manufacturer or merchant never 
allows a letter to remain for even a day 



unanswered if he can possibly avoid it, and 
the customer, counting upon this prompti- 
tude, may have engaged himself to give bis 
client a definite reply first thing the next 
morning, but upon ojjening his morning 
batch of letters finds to his dismay that his 
expected letter is missing, and that he has 
to frame an apology to his customer or tele- 
graph to the delinquent firm. Woe unto the 
post clerk if it is his fault ; for the customers 
telegram, "No reply to my letter ! Wire ! = 
means the just wrath of his employer, and a 
caution that " it must never occur again.^ A 
foreign mail lost is even more serious. 
Therefore, as you value your reputation for 
reliability, " POST Early ! " 

Times of Postinc;. 

Inland.— The times of posting are so 
varied in diflferent districts and for \-arious 
mails that we think it best to refer to the 
Post Office Guide for this information. The 
Post Office Guide is published quarteriy, 
price 6d., and is obtainable from any Post 
Office in the United Kingdom. 

Continental Mails. — 6.0 p.m. is the 
latest time for posting in the city at branch 
offices ; with late fee, id., 7 p.m. at G.P.O. ; 
7.15, 2d. fee ; 7.30 p.m., 3d. fee. Wall boxes 
and pillar boxes are provided at the various 
railway stations, and for late fees var>-ing in 
amount letters for inland or foreign towns 
can be posted in these boxes later than in 
the city, and even in a box attached to a 
sorting carriage or barrier of platform up to 
the time of departure of the train. 

Mails for 

Belgium are despatched four times daily, and re- 
ceived four times daily. 
F'rancf. are despatched {via Dover) three tiroes 

daily, and received three times daily. 
Franck are despatched {via Newhaven) twice 

dully, and received daily. 
H()LL\Ni) are despatched {via Flushing) mora, and 

even, daily, and received twice daily. 
Holland are desijaiched {via Belgium) mom. and 

even, daily, and receive<i twice daily. 
Hoi-L.VND are despatched {via Harwich) e\-ening 

daily, and received twice daily. 
Germany are despatched {via Belgium) three limes 

daily, and received three times daily. 
Germany are despatched {via Holland) twice daily, 

and received twice daily. 
AusTRLV- Hungary are despatched four times daily, 

and received four times daily. 
Italy are despatched three times daily, and rec«\-ed 

three limes daily. 



Digitized by 



Google 



AND IMPERIAL TYPIST* 



107 



Rltssia are despatched {jjia Holland) morn, and 

even., and received daily. 
Russia are despatched [t'ia Belgium) morn, and 

even. , and received daily. 
XoxwAY are despatched (via Holland) morn, and 

even., and received daily. 
XoRWAY are despatched {via Belgium) morn, daily, 

and received daily. 
XoRWAY (South and West Coasts, via Newcastle) 

morn. Tues., Thurs. and Sat., and received 

Mon. , Wed. , and Kri. 
Spain are despatched morn, and even, daily, and 

received daily. 
PoRTt'GAL are despatched {via ?Vance and Spain) 

daily, and received daily. 
Portugal are despatched {via Southampton, Liver- 
pool, and by French Packet), and received 

six?cial dates. 
Denmark are despatched (via Holland) morn, and 

even, daily, and received twice daily. 
Denmark are despatched {via Belgium) daily, and 

received daily. 
^Switzerland are despatched three times daily, and 

received three times daily. 
Greece are despatched {via Italy) morn. Sun., 

Mon., and Thurs., even. Fri., and received 

Mon. , Wed. , and Sun. 
•Greece are despatched {via Marseilles) special 

dales, and received special dates. 



Constantinople are despatched twice daily, and 
received twice daily. 

A.merica.— Mails for the United States and Canada 
should be posted before 2 o'clock on Wednes- 
day and Saturday, and up to 8.0 p.m. on Friday, 
at branch offices in the city ; G. P.O., 2.30 p.m., 
and any time Friday evening. Mails arrive Wed- 
nesday, Friday, and Saturday. 

South American States.— Special published dates. 

Ec.YPT. — Post Friday before 6.0 p.m. ; r-ceived Mon- 
days. 

Egypt (by Austrian Packet) every Tuesday ; re- 
ceived Thursdays. 

Egypt (by Italian Packet) every Monday ; received 
Wednesdays. 

Egypt {via Marseilles) every Wednesday. 

Egypt {via Constantinople) morn. Sunday. 

India. — Post Friday before 6.0 p.m. Received 
Monday. 

.\usTRALi-\ {via Brindisi, via Naples, zia Van- 
couver, via San Francisco, French Packet, and 
German Packet) special published dales; weekly, 
every Frid.iy before 6 o'clock. 

C.\PE. — Afternoon every Saturday. Post morning. 
Received every Monday. 

Chin.v and Japan {z'ia Vancouver, Brindisi, San 
Francisco — specially addressed — and by French 
and German Packets) special published dates. 
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Practical Business Letters. ^ ^ 

Specialty Written for '' The Shorihano World/' 



SECTION II. {Continued). 

Requests for Quotations, Samples, &c. 



Letter | Paper. 

By mail to hand to-day from Madras we 
nave received the enclosed sample of Letter 
Paper, and if you | can supply a paper of this 
description, we shall be glad to know the 
lowest figure at which you can (49) supply 
a quantity. Also send us your counter 
sample. 

Our friends do not send any specification 
as to sizes, etc., | but you will doubtless know 
what to quote for, and we depend upon your 
putting us on the very best | terms. You 
will notice that this paper is ruled faint, and 
has a margin. 

You had better also quote for j envelopes 
to match. Kindly return the sample when 
sending your quotation. 



Timber. 

Referring to your oflTer of Pitch Pine some | 
time ago, we are now requiring a lot of 
about 3x9 Pensacola Pitch Pine Deals 
for May or (50) June delivery, and should be 
glad to know what you have to offer us in 
same. Seconds might possibly suit | us, 
provided they are a fair run, but we should 
of course depend upon your offering only a 
reliable selection. | Your quotation to in- 
clude f o.b. Pensacola. 

With regard to the chartering, we should 
prefer you to attend to | this if you could 
obtain a good rate, and you are probably 
in a position to secure the best terms | for 
freight. 

We understand that at the present momen 
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shipowners are indisposed to reduce their 
recent high rates for tonnage, (51) but per- 
haps you can get them to modify their ideas, 
and bring their demands down to reasonable 
figures. 

Indiarubber Goods. ; 

Please quote us by return of mail rock- 
bottom cash price for Indiarubber Mats, such 
as are generally used in England | for Halls, 
etc. State sizes and thickness, also what 
quantity can be delivered at once. 

If you are able to ] deliver quantities of 
these mats within a short time, and at a low 
figure, we may have a chance of ' placing 
considerable numbers of them. 

In case special shapes or sizes should be 
required, please let us know how you (52) 
quote for same, so that we may have a basis 
upon which to estimate when quoting our 
clients. Your prices ' to include delivery 
f.o.b. Birkenhead steamer, and we would 
instruct our London Bankers to pay your 



invoices against] production of Bill of Lading 
with invoice. Your early attention will 
oblige. 

Cardisran Jackets. 

We shall shortly be open to | buy a line of 
Gents' Cardigan Jackets in the usual sizes, 
and in the enclosed shade of brown. 

If this I interests you, you may send us 
one or two on appro', carriage paid, and 
quote for the different sizes and (53) styles 
you stock. We should prefer them with silk 
sleeves. We are not particular to have the 
exact shade, but | the nearest shade of brown 
will suffice, or even a mixture with a brown 
in it. We shall want about I two dozen in 
all if you can provide us with the correct 
thing, and the sizes will be assorted, so I 
please quote for all sizes. State best cash 
discount, free deHvered. 

Your early attention to this will be greatly 
appreciated. | 



SECTION IlL 

Replies to Enquiries, Orders Solicited, Services Offered, etc. 



French Beisres, etc. 

We are obliged for your enquiry of (54} 
the loth inst., and herewith beg to hand you 
pattern-books of dress materials as desired, 
for which we can quote as under : — 

French Beiges, 44 ins., in all colours, 

I 4 to 2 '3 per yard. 
Habit Cloth fshrunk and unspottable), 
44 ins., 52 ins., and 54 ins., 2.6 to 4 7 
per yard. 
Amazon Cloths, 46 ins. & 48 ins., i 1 1 to 
26 per yard. 
Terms 2^^' ., I discount (a one month or 
three months net. 

Each pattern is marked with width and 
price, and we have a (55) large stock in all 
these goods. We should esteem a visit from 
you to inspect our large variety of New \ 
Dress Materials of all descriptions, suitable 
for the present season. The production of 
New Dress Fabrics are a speciality with \ 
us, and we are convinced that you will not 
find a better selection in the trade. Any 
qualities or shades | not in stock can usually 
be supplied within a short time, but as the 
season advances some descriptions may be | 
cleared, and cannot be replaced. As we 



have not had the pleasure of previous trans- 
actions with you, we shall be (56) glad of the 
references you speak of when sending the 
order. 

Handsaws. 

We thank you for your enquiry of yester- 
day I re Handsaws, and have to-day for- 
warded a sample of the cheapest English - 
made saw we stock, marked I. We can , 
supply any quantity of these saws to order 
within a reasonable time, but a fairly large 
stock in all sizes, \ from 12 inches upwards, 
is al .vays on hand, and we beg to hand yo\x 
herewith quotation for same. 

Cross-cut I saws, 4 ft. 6 in., complete, with 
handle, and 4 ft. ditto for one man, we can 
do at from (57) 9 - upwards. 

We als'.) stock an American make in all 
the above sizes as per sample sent you 
marked | II., at the same prices, but we can 
thoroughly recommend the English-made 
article as a most satisfactory saw at ' the 
price, and we sell enormous quantities 
annually. 

If you will give us some idea as to the 
quantity you | are likely to require, we will 
name the shortest period in which we can 
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promise delivery, but the manufacturers 
have facilities for turning out almost any 
quantity within a few weeks. Our prices 
stand for cash in ten days ; free (58) delivered 
to your warehouse. 

We hope to receive your valued commands, 
and remain 

Vicuna Cloths. 

Replying to your request for \ samples and 
quotations for our Black Vicuna Cloths, we 
enclose patterns of the usual qualities, and 
beg to quote for 1 lo pieces in No. i quality, 
46; No. 2, 5 6 ; No. 3, 66; No. 4, 7,6 
per yard. Our ordinary terms are 2i", „ at 
30 days or 3 | months bill net, but we will 
quote you a special cash discount of 5^/„. 
Delivery f.o.b. (59) London ; you to provide 
cases and linings for same. 

These \'icunas are guaranteed all wool, 
and the colour a fast 1 dyed black. We can 
recommend them with every confidence as a 
cheap and good article, being quite satis- 
factory in wear, j the better qualities rivalling 
if not superseding anything at present pro- 
duced at home or abroad. 

We can deliver 10 pieces j in any of the 
qualities sampled at once if desired, and 
hope to receive your esteemed order. 
(To be continued.) 

Speed Mems. for Typists. ^ 

1. Try at all costs to acquire the habit of 
keeping your eyes on your notes or copy, 
and reading at least half a line in advance of 
the word actually being typed. If this 
seems quite unattainable after much con- 
scientious practice, at least learn to carry a 
gradually increased number of words in the 
mind from the copy to the keyljoard. The 
first-mentioned habit, however, is not nearly 
so difficult as it may seem before being tried. 

2. Use as many fingers as you possibly 
can. Americans say, " Use all your eight 
fingers and two thumbs— let there be no 
idleness of any part of the hand." That 
would be all very well if the proportions 
of length of fingers, etc., were uniform in all 
hands, but it would be very difficult to find 
two operators whose hand-measurements 
were exactly the same — therefore use ALL 
the fingers you possibly can, with due regard 
to the particular idiosyncracy of your own 
hands. 



3. Whatever be your present or future 
average rate of speed, let it be regular. 
Just the same as a' piece of music has two 
kinds of time — i.e,^ the " time " technically 
so called (the number of beats in a bar), and 
the uniform rate at which the whole piece 
is played — so it is with a piece of typed work. 
Try to time the blows regularly. As an 
illustration, let dots represent the blows, 
and their closeness or distance apart in- 
dicate the difference in rate of speed. 

Do not work jerkily, in groups of blows, 
thus — 

rather let the speed as a whole be slower 
and aim at regularity of blow, and the 
speed will then take care of itself. A piece 
of work typed thus — 

or even slower still, thus — 

would, in the long run, be finished more 
quickly and satisfactorily than in the first 
example. 

4. If possible, do not type when the 
muscles are overtired. It may happen that 
you have some work to do with the pen, and 
//it does not matter at all which you do first, 
do the pen work, or whatever it may be, 
between two spells of typing. You will be 
astonished to find how much more fresh you 
feel when you resume typing. To use the 
illustration of music once more, it is well 
known that in practising, far more good is 
attained by two separate hours' work in one 
day than in two hours' at a sitting. In a 
long unbroken spell, mind and muscles alike 
get exhausted, and refuse to act as spon- 
taneously as when they have had a slight 
rest, if only that rest which consists in change 
of occupation. 

Ellen L. Brown, F.I. P.S. 

. Answers to Correspondents. 

Ethei. (Bayswatcr). — Many thanks for your kind 
coni^ralulations and good wislu's for the success of 
our magazine. 

Joi'RNALisT (Liveri)Ool).— Thanks for your sutj- 
gestion, but we do not think it would be of sufficient 
interest to the majority of our readers. 

Y()rN(; Be(;innkk. -Your i^honography is very 
creditable considering the time you have been study- 
in.iif ; practise and i)ersevcre is the best advice we can 
ijive you. 
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GUILBERT PITMAN, Editor, 

(Formerly Maftai^er to 
Sir Isaac Pitman ^ Sons, Lid.) 

Address : — Cecil Court, Charing Cross Road, 
Lon*lon, W.C. 

Communications on matters of general interest to 
our readers are solicited. All Contributions (ichich 
must be ivritten on one side of a sheet of paper in 
longhand or typeioriting) and sketches submitted 
must have the names and addresses of the senders, and 
be accompanied by stamps. If the contribution is not 
original the source from which it %vas taken must be 
stated. Payment for accepted contributions is made 
when required : but, unless distinctly asked for, 
copies of the magazine will be sent as suffictent 
acknaioledgment. The Editor will endeavour to 
send back rejected MSS. , but cannot guarantee theif 
safe return. The Shorthand \\'orld is issued 
about the 2jth of each month, and should be obtain- 
able at all newsagents, booksellers, and at the railway 
boitkstalls throughout the United Kingdom by the ist 
of the following month ; or it will be sent post free 
to any part of the world (carefully packed) for 0B. 
^ year, payable in advance. 

Caution. — It is not intended to publish bound 
volufnes of The Shorthand World, and sub- 
scribers are particularly urged to take nery pre- 
caution against missing or losing any of the monthly 
numbers. A title-page and index will be included 
in the twelfth number, and an artistic binding 
cover will be supplied at a nominal charge. 

All communications respecting Advertisements to 
be fonvarded to Mr. F. K. Potter, 56, Ludgate 
Hill, K.C. 

Telep/wne: Xo. 1,160, Holborn. 

Telegrams: ''Exultation." London. 



*^* Liberal discount is allowed to students intro- 
ducing The Shorthand World or The Young 
Englneer. or acting as Agents. Order Forms and 
full particulars may be had post free from the 
Editorial Office of this magazine. 

%* In answer to numerous inquiries, the books 
recommended to the student commencing the study 
of shorthand without the aid of a teacher are : — 

Pitman's Shorthand Instrnctor : the Twentieth 
Century Edition. An entirely new presentation of 
Sir Isaac Pitman's system, Ixised on the accumulated 
exj^rience of the past sixty years, including many 
valuable improvements which apfx?ar for the first 
time Cloth, 38. 6d. 

Key to the Instractor Cloth. 1b. 6d. 

The "Thin Red Line" Shorthand 
Notebook ; 200 pp 6d. 

Supplied post free from Guh.bert Pitman, Cecil 
Court, Charing Cross Road, W.C. 

We are always pleased to assist our readers in 
■matters concerning shorthand. 

We are also in touch with many first-class teachers, 
and shall be happy to reconmiend one to any who 
may require the services of a reliable instructor. 



Answers to Inquiries. 

Queries are solicited for this section. Only ques- 
tions and ansiivrs of general interest to our readers 
can be inserted. Correspondents are respectjully re- 
quested to bear in mind that communications should 
be written on one side of the paper only, and that the 
natne and address should always be given (initials 
oily will be printed). 

Jl Jl Jl 

[13] BOOK4:ASE.-J.S.(Blyih).-- Elastic" 
l)o<)k -cases consist of a series of small compart- 
ments, each ingeniously designed to interlock with 
another in vertical and hjrizontal arrangement. 
These, with suitable tops and bases, are the 
** Units " of ihe system, and are of difterenl depths 
and heights to suit all sizes of Iwoks. 

They are made of oak, walnut, and mahogany, 
with appropriate metal trimmings. The front of 
each compartment is provided with a dust-proof 
glass door, which, at its u^iper corners, han^s on 
movable pivots so that it opens outward and 
upward, either closing noiselessly by gravity when 
released, or it can lie pushed backwards, over the 
lop of the books entirely out of the way. It never 
remains open accidentally. One door Unit, with 
a top and base, is, up to its capacity, a complete 
book -case. 

The beginner can even start without ihe base 
and add one Unit at a time until the bx>k-case is 
as high and wide as mny be desired, thus avoiding 
an over-crowded ca.se at one time and empty 
shelves at another. 

When building upwards, the top centre strip of 
each Unit fitr, l)etween two outer strips on the 
l)ottom of the Unit alx)ve, thus forming a com- 
plete shelf of single thickness ; this is covered 
with a thin veneer, to make a perfectly smooth 
lK)ttom for the books to rest upon. 

At either end of each Unit there is an ingenious 
device for interlocking it laterally with corres- 
ponding Units on either sid:r. ^he^c connect 
automatically, requiring neither tools nor skill to 
arrange. 

When a number of Units are placed side by 
side in this manner and one above the other, they 
form a compact harmonious whole, and the 
process of buihling can go on until the entire side 
of a room is transformed into a book-case. 

For detaile<l description and prices write to The 
Globe- Wernicke Co., 44, HollK)rn Viaduct, E.C. 

[14] THE USE OF ITALICS.-G. H. 

(Bromley, Kent) writes : — I shall be glad if you 
will tell me if it is usual to print such foreign 
words as ** fete," "viva voce,'' "elite," etc., in 
italics ; and, if not, what rule should l)e observed 
in this connection. 

Foreign words should always be written in 
italics ; there is then no necessity to mark them 
by inverted commas. Examples : — It was a 
glorious fete ; a viva voce examination ; the Hite 
of the town. 

[15] CONTRACnONS.-G. T. (Kenning- 
ton) writes :— Please give the rule for using, 
**etc." and **&c." I have been told that it is 
not considered correct to use the latter. 
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If you really want to write correctly, never use 
**&c." Of course, it is often used, and more's 
the pity. The letters "etc." are the initials of 
the Latin words Et Oetera, meaning, *'and so 
on"; but *'&c. ' is a mixture of the English 
"ampersand" and the Latin artera, and, like 
some other mixtures, should be avoided. 

[i6] DOG-LATIN.— N. M. (Esher) writes :— 
I shall l)e glad if you will say what is mennt by 
*• Dog- Latin." 

Dog-Latin is l>arbarous ungrammatical Latin. 
The following is an excellent example. As the 
law classically expresses it, a kitchen is ** camera 
necessaria pro usus cookare ; cum saucepannis, 
stewpannis, scullero, dressero, coalholo, stovis, 
smoak-jacko ; pro roastandum, boilandum, fry- 
andum, et plum-pudding-mi xandum." 

Correspondence* 

Editor, '' Shorthand World/' 

I have read the April number of The 
Shorthand World with great interest, 
and can really compliment you on the char- 
acter of the journal and its splendid get-up. 
The shorthand, though formal, is beautifully 
done. 

What caused me to wTite to you, however, 
is your answer to " Phono " on page 83. 
Having no traditions, as it were, and, I pre- 
sume, an unbiassed mind, I expected you 
would at least have told " Phono " that he 
was a clever fellow to think of such a good 
outline, and though you had not used it 
hitherto you intended to do so in future. 
**You must divide the word properly" is 
simply nonsense as far as shorthand writing 
is concerned, and is just the kind of reason 
that is given by amateur teachers all over 
the kingdom. The word "typewriter" is 
quite correctly written with the outline "t" 
and double-length " pr." The outline gets 
rid of the blunt angle which makes " tp," 
**kp," "rk,""cht" so illegible in very fast 
writing, the tendency of fast writers being to 
" round " the blunt angle. Had you consid- 
ered the matter you would have seen that 
other things being equal, syllabic division 
has no weight whatever when ease of outline 
is obtained. I would ask you to consider 
the following words, which are a few that 
have occurred to me to illustrate what I 
mean : — 

Symptom, County, Enlighten, Middle, Mineralogy, 
Sympathy, Countess, Defer, Teneriffe, Neuralgia, 
Telephone, Secretary, Dunlop, Dunraven, Delightful. 

One of the authorities for seme of these 
outlines is the very common phrase *' at any 
rate," it long having been the practice of 
teachers of experience to use phrases, con- 



tractions, and familiar outlines as guides ta 
further extensions of principles. 

The great phono;^raphic hero of my 
younger days was your uncle, the late Mr 
Fred Pitman, of grateful memory. There 
was a daring phonographer indeed, who 
knew the system thoroughly, and applied 
the rules in a masterly, if occasionally start- 
ling, fashion. I well remember being very 
horrified many years ago at seeing him use 
the double consonant *' mb " in steamboat^ 
but it is quite as correct as writing Sambo, 
dumb-bell, and alarm-bell with the double 
consonant, though using the " Ir " in the 
latter word is a little in advance of phono- 
graphy at present. You will also remember 
that when the " rch " character was in use 
Star-Chamber was written in this fashion. 

At the same time, it is a defect that the 
system does not lay down more absolute laws 
which tell a pupil you shall or shall not do 
this, that, or the other. The rules generally 
leave too much of the selection of outline to 
the common-sense or knowledge of the pupil, 
which is a mistake, seeing that common 
sense in shorthand is only obtained by years 
of practice. 

Yours truly. 

J. W. Poole. 

Williams* Typewriter Company for Europe^ 
104, Newgate Street, E.G. 

[We hive the highest regard for the memory of 
the late Mr. Fred Pitman, but we draw Ihe line at 
his outline for ** steam-boat " ! — Ei).] 

Prize Competitions. 

f Subject to the General Conditions printed in No. /./" 

"Our Indian Empire " Competition. 

" Our Colonies in the Antipodes " Competition.. 

"The Dominion of Canada" Competition. 

"British Africa" Competition. 

"The United States of America" Competition.. 

Only open to our readers in the above countries 
respectively. No coupon required. 

Write out on a post-card in the corresponding 
style of shorthand, fully vocalized, a paragraph of 
about 100 words from a local newspaper. 

A prize of a packet of twelve post-cards with beauti- 
fully-printed photographic views of London will be 
given every month to each of the six readers in each 
of the above five countries [i.e., thirty packets are 
offered monthly) for the best sj^ecimens of shorthand 
writing. 

The competitions will be examined monthly, and 
the names of the winners inserted in this magazine. 
Post-cards received too late for one month's issue 
will be taken with the next month's competitions ; 
thus every competitor has an equal chance. 

Names' and addresses must be distinctly written ia, 
longhand ; esiJecially those of our Indian readers. 
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"Special" Monthly Literary Competition 

{So. 15). Open to all readers. 

Prizes of Two Guineas and One Guinea, respec- 
tively, are offered * monthly for the two best original t 
articles, of about 1.500 words, in the field of short- 
hand, typewriting, commerce, or journalism. 

The following points will be considered in the 
adjudication of the prizes :— grammatical construc- 
tion and punctuation, perspicuity and vivacity of 
style, conciseness and facility of expression. 

Competition closes 31st May. No coupon required. 

"Teachera'" Competition (No. 8). Open to 
foreign and colonial teachers of typewriting only. 

A prize of a standard work on the typewriter will 
be awarded for the best specimen of a single page 
typewritten prospectus of a school of shorthand and 
typewriting. Xo coupon recjuired- 

("ompetilions must reach London not later than 
15th May. 

" Lady Typiete' " Competition ( No. 1 1 ). Open 
only to lady typists residing in foreign countries or 
the colonies. 

Two half-crown novels will l>e awarded for the two 
best specimens of a typewritten letter accepting (or 
declining) an invitation to a wedding. No coupon 
required. Competitions must reach London not 
later than loth May. 

*' Cartoon " Competition. Com peti tion extended 
to 30th June. 

"Juxdor" Competition (No. 17). Open to all 
readers up to 21 years of age. 

Three prizes each of a cloth copy of ' ' How to get 
Speed in Shorthand" will be awarded for the best 
statements of "What stenographic jx)sition the 
writer would like to hold, and why." Postcards only 
(longhand). No coupon required. 

Competition closes 31st May. 

"Art in Shorthand" Competition (No. 18). 
Open to all. 

A prize of a half-crown volume of Commercial 
Correspondence will be awarded for the best sketch 
or picture made up entirely of shorthand characters 
forming words or sentences, accompanied by a long- 
hand transcription of the words used. 

Competition closes 31st July. 

"Macaronic" Competition (No. 19). Open to 
foreign and colonial readers only. 

Three prizes ; each of a handsomely bound, gilt 
cloth copy of " Learning to Report *' will be awarded 
for the three best four- line verses — one competitor, 
one verse -commencing with the words : "Bertie 
McCann was a shorthand man." Post-cards only, 
which must reach London not later than 30th August. 

"Shorthand" Competition (No. 20). Open 
only to readers residing in Ireland. 

.Six prizes, each of a dozen superior Lc-id Pencils, 
will be awarded for the six best shorthand transcripts 
(reporting style), written on a post-card, of the 
following complete sentence, which formed a neat 
introduction to a police-court case recently reported 
in the Dai/y Telegraph : 

"The man of valiant spirit, whose proper business 
claims his time and attention, and who, notwith- 
standing, so that he may assist in maintaining the 
proud position England has attained among the 
nations, is cheerfully willing to sacrifice all personal 
considerations so that he may go where the war is 
raging and lend a helping hand, should be the last 
person on whom the dishonestly disposed endeavoured 
to try their knavish tricks— this if the Volunteer be 
a Londoner or hails from the provinces." 

* The Editor, at his discretion, may withhold the first 
prize in case no MS. is thought worthy of the award. 

f It is understood that the article to be submitted has 
not been previously published. 



" Ornamental Typewriting " Competition ( No. 

21). Open only to readers residing in Scotland. 

.\ prize of Darlington's "5s. Guide to London" 
will be .'.warded for the best S|^ecimen q\ praciUal 
pictorial display done entirely on the typewriter with 
a black record ribbon or pad. Two other prizes of 
a standard work on the typewriter will be awarded 
to the competitors whose work most nearly approaches 
that of the winner. 

SpKn.M. NoTK. We do not want pictures demon- 
strating the possibilities of the typewrittr, such as 
battle-ships, or portraits of the latest celebrities, 
which, however artistic they may be, are compara- 
tively usele<;s for practical purposes. The prizes will 
be awarded to the competitors whose work exhibits 
the most practical features in typewritten ornament- 
ation for commercial or professional purposes. 

Competitions should be posted flat or rolled, and 
must reach London not later than 30th June. 



PRIZE WINNERS. 

Competition No. 6. 

Firit /»r/£^.— Arthur Vizetklly, 15, Argyle 
Scjuare, W.C., for "Literature in a Hurry." .\ 
really remarkable paper, which shall be inserted in 
'Thk Shorth.vnd World at the earliest oppor- 
tunity. 

Second Prise.— \\rs. A. C. Tylkr, Warwick 
House, Clarence Street, Gloucester, for " Typists 
and Typewriter Girls." At a first glance these two 
may seem analagous. but in a very interesting article 
the authoress demonstrates that they are not so. 

Added Prize (los. 6d. in publications). 
D. Webster, 5, Albion Street, Morley. 

Honourable Mention. 
J. ASHKR, Elgin, N.B. 
(;. K. Collins, Bradford. 
Fredk. T. Gissing, I^ndon. 
A. P. Green, Camberwell. S.E. 
Miss B. Macadam, llford. 
Albert Ric hards, Hanwell, W. 
N. Graham Thwaites. Harrow Road, W^ 

Competition No. 9. 

The results of this competition are most disap- 
pointing, and we feel comjjelled to extend the time 
until 30th June next ; possibly the Coronation Fes- 
tivities may act as a stimulant. 

Competition No. 13. 

Miss Ada Man by, 57, AlHson Road, Harrin- 
gay, N. 

Miss Manby's excellent competition— a typed page 
of Stock Exchange Quotations — has been crowded 
out of this issue, and will appear next month. 

Honourable Mention. 

W. H. Glanville. Lee. S.E. 
J. HowARTH, Old Traflford. 
J. Lee, Huddersfield. 
Miss K. M. Lowe, Glasgow. 
Miss Maud Whiting, London. 

Competition No. 14, 

Miss Ethel Fairwe.\ther, 54, Colebrook 
Row, N. 

Honourable Mention. 

J AS. J. AiREY, Kilrush, Ireland. 

W. ]. Carlton. Hampstead Road, N. 

H. M. Cook. Plaistow, H. 

T. H. Crowther, Linthwaite, Yorks. 

loiiN Davies, Nevin, Pwllheli. 
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AIRSHIPS. 

In this month's Young Engineer appears the first in- 
stalment of a series of interesting articles on 

AERIAL NAVIGATION, 
a mode of travelling which seems to be very much in the 
air just now. This 

NEW SERIAL 
has been specially written for The Young Engineer, and 
is of enthralling interest. This month's number is published 
Mmulianeously with this issue of The Shorthand World, 
to which it is a companion magazine, and amongst other 
general articles which will be found in it arc : —Railway 
Travelling of To-day — How to Make a Simple Wooden 
Lathe— The Construction of Primary and Secondary Bat- 
terie^— Joints in Woodwork — Prize design for a Motor-Car 
House — How to Make a Five o'clock Tea-Table, etc. The 
special attention of 

AMATEUR ELECTRICIANS 

is directed to the Answers to Inquiries Column, conducted 

by the eminent electrician S. R. Bottone. 

^>pecimcn Copy 4d., post free, from GUILBERT PITHAN, 

Cecil Covn, (Hiftring Oron Boftd, W.O. 

"SHORTHAND EXAMINATIONS:" 
How to prepare for them and how to pass them. 

By EDWARD A. COPE. 

Price 6d. Post free 7d. 

"THE MISSION OF MARGARET." 

By ADELINE SERGEANT. 

Price 3d. Post free 3id. 

"COMMERCIAL CORRESPONDENCE, &e./* 
in Shorthand, with Key. 

Published monthly, October to May. 

Price Id. Post free IJd. 
Current Series complete (8 Nos.), sent anywhere for 9d., 

post free. 
C«BpI«t« Usfe of osr PnbUeatioiis Mat for Hftl^Miiay Btamp. 

THB PHONO. COMPANT, ISHgin. 

AND ALL BOOKSELLERS. 



20tb Century Connnevdal JJbr^ty^ 

All the best Shorthand, Typewriting, French, 
German, Spanish, and Commercial Handbooks by 
the leading Authors, available for the use of members. 
Small subscription. Full particulars on receipt oj 
stamp.—]. H. Simmons, 2, Rokeby Road, Brockley, 
London, S.E. 

*»* Liberal discount is allowed to Teachers and others 
introducina "The Shorthand World," or acting as 
Agents. — Order Forms and full particulars may be 
had post free on application. 

The only way to tell whether you can write 
quicker with a 

GUILBERT PITMAN SHORTHAND PEN, 

18 TO TRY ONE. 

TO AUTHORS. 

Mr. GUILBERT PIT^L\N wU be happy to 
undertake, on reasonable terms, the Printing and 
Publishing of Works on (^immercial Subjects. 
Address : Cecil Court, Charing Cross Road, W.C. 



We cannot all see the Coronation, but in honour 
of this event you can secure Si.x Shillings' worth of 
new Shorthand Magasinefl and a copy of 

The Book of Common Prayer, 

in shorthand, for 28. 6d., all post free. This offer 
is available during the month of May only.— J. H. 
Simmons, 2, Rokeby Road, Brockley, London, S.K 



Since its foundation in 1887^ 

KENSINGTON COLLEGE 

OF COMMERCIAL EDUCATION 

HAS SUSTAINED ITS UNIQUE AND UNBROKEN RECORD OF HAVING PROVIDED A 

SATISFACTORY APPOINTMENT for EVERY STUDENT. 

Directors :- JAME8 MUNFOBD, First Fellow N.P.8., Pioneer of Modem Schools for Ck>inmercial 
BdncaUon, late Vice-President of the Society of Diplomated Teachers of Phonography 

Holder of the N.P.S. Diploma, and other Certificates. 

GUILBERT PITMAN, First Fellow N.P.S., Nephew of the late Sir Isaac Pitman, and late 

Manager to Sir Isaac Pitman ft Sons, Ltd. 



Ladv Superintendents. —Mrs. Munford and the 
Misses Munford. 

The Staff. — The Staff consists of the most experienced 
•and able teachers in the metropolis. 

Subjects. — Shorthand, Typewriting, Book-keepinx, 
Business Training, Secretarial and Commercial Corres- 

emdence, Modem Languages on the Gouin System, 
nglish to Foreigners, Preparation for Electrical and 
Engineering Colleges, Prelim. Law, Prelim. Medical, etc. 

SPECIAL FEATURES. 

This old-established College provides, for the sons and 
daughters of gentlemen careful as to surroundings and 
associations, a thorough and practical training for 
Commercial and Secretarial Appointments 

Ladies. — llierc is an entirely separate Division for ladies. 



Sir Isaac Pitman.— This was the favourite school of 
the late Sir Isaac Pitman. 

Model Office.— 1 he Model Office attached to the 
College is fitted with all the reauisites of a Merchant's 
Business Office, namely : Clerks' desks, typewriters, 
copying press, mimeograph, letter-filing devices, carti 
indexing, letter books, postal and account books, etc. 

SiTUATioN.-^The College is situated in the healthiest- 
and most fashionable quarter of London, and is of easy 
access from all parts, being close to the Queen's Road 
Railway Station (Inner Circle), to the Queen's Road 
Railway Station (Electric), and to the Royal Oak Railway 
Station (Metropolitan), and to Wcstbourne Grove. 

Special attention is devoted to backward and difficult boys. 

Residential College. — Lady Superintendents, Mrs. 
Munford and the Misses Munford. 

Sfir Prospectus and particulars 0/ the SECRETARIAL TRAIITIRO COURSE, and the SPECIAL CITY COURSE* 
comprising a thorough training under the direct personal supervision of Mr. Munford, of long and varied 
City and Secretarial experience, apply to— 
The SECRETARY, Kensington College, 143-146, Queen's Road. Bayswater, W. (next Whiteley*s); 
MiM MUNFORD. Regent House. 233a. Regent Street. W. ; or to 

Mr. GUILBERT PITMAN. Cecil Court, Charing Cross Road. W.C. r^^^]^Tr> 
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Mr. Guilbert Pitman has pleasure in 
announcing that in the next number of 
" The Shorthand World " will appear in 
shorthand characters the first of a series 
of delightful and powerful Short Stories 

^^ GEO. E. COLLINS, 

Under the title of 

*' Ubc Dotufls of pbtltp /ftacratg, 
pbonoflrapbcr." 

Whether evolution under the active force of Phono- 
graphy embraced in its course the notable investigaior, 
Sherlock Holmes, or whether that redoubtable giant of 
research would eventually, with the aid of the art, have 
tackled the problems of the Great Darwinian Hypothesis, 
neither science nor Dr. Conan Do>;le yet vouchsafe enlight- 
enment. Be that a* it may, this series chronicles the stnkmg 
ad\'entures of Mr. Philip .Macraig, an admirer and subse- 
quent practitioner of the Winged Art, who, by its aid and 
with terribly far-reaching acumen, is enabled to unravel 
the tangled skein of many incidents and accidents, tragedies 
and comedies of life, himself undergoing grave risks amid 
the strange and fascinating events. 

If you want to read these remarkable 
stories, g:lve your newsagent an order 
to-day for the "The Shorthand World." 
It is published monthly at ^d. per copy 

GUILBERT PITKAH, 
Cecil Court,' Charing Cross Road, W.C. 



Order form fw a>e 
^'Y^ung engineer'' or 
^^Sbortband Olorld/' 

To be handed to any Newsagent or Booltstall, 
or posted direct 

To GUILBERT PITMAN, Cecil Court, 

Oiaring Cross Road, Loodoo, W*C* 



handsomely Itound in i 
THB 



Price M. each, Monthly, post free 5d.; Yearly 
Subscription, post free, carefully packed, 5/- to 
any part of the world. 



Please suppfy me with the above maga- 
zine for .months^ for which J 
hand you the sum of 

Na?ne 

Address 
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Rcportcr^s Hand-book 

and VADE MECUM. 

"With Appendix. 

Jl By o REPORTER J« 

RXPRRIENCKD ON WEEKLY AND DAILY NEWSPAPERS. 

AFFORUINC COMPRHIIKNSIVF. INST K l'CTIONS FOR RECORDIXG 

ALL KINDS OF EVENTS. 

A *word from the Atdhor : — 

With this book in his hand, it is almost impossible for 
anyone to slip any important item, or omit to make any very 
particular inquiry' in connection with the events of which he 
IS required to give an account. Whilst in the train I have 
ofteh opened my pocket-book and entered the questions to 
l>e ssked during the day in my note-book, leaving blanks 
for the answers to be filled in ; and at the end of ths pro- 
ceedings, finding that the blanks had all been filled up, I 
was »ure that I had obtained all the particulars I required, 
and that I could have missed nothing of importance- The 
book is not written for any special class. It will probably 
be conceded that the information will prove valuable to the 
tyro, but I venture to think that it may be of some ;>dyan- 
tajje also even to the proficient and experienced writer, 
reminding him of many things which he is likely to forget 
or overlook ; whilst the terms and phrases given will aid 
his memory by giving hiin the expression which, for the 
time being, he cannot call to recollection. Again, many of 
the questions given are intcrnded not so much with the view 
of obtaining direct answers to them, as to lead the person 
questioned, and even the que^itioner himself, to_ think of 
and mention other matters, which might otherwise escape 
notice, connected with the proceedings under consideration. 

Of all Booksellers y or ^st free oh receipt c/Xh >ww 

GUILBERT PITMAN, 
Caoll Court, Charing Cross Xoad, W.C. 

^ireleee tielegraphy. 

No6. 5 and 6 of "" The Young Ensfineer"^ 
contain (in addition to a host of other strfking 
articles) the following series cf remarkable 
papers on the history and construction of thla 
marvellous invention* 

An historical introduction, entitled:— 

"Wireless Wires and other Wonders." ' 

From the pen of MARCUS VINCENT. 

" The Wireless Telegraph: How to mike it." 

By the eminent electrician, 8. R. BOTTONE. 

Accompanied by seven carefully-prepared Illustrations 
showing with great minuteness the method of con- 
struction, which is well within the powers of ihe- 
ordinary amateur, while the materials are not in 
any way expensive. 

" The Wireless Telegraph: How to nse it." 

Written in the above Expert's happiest style, 
with a full-page Illustration drawn specially for this 
article by J. H. Woolkitt, formerly editor oJ 
Amateur Work. 

Price Id. each. 



j Of all Ncivsa^nts and Bojkstalls {if specially ordertd)y 
\ or the tivo numbers will be sent post free ^ ok rece-pt ^ 
8d. in poitage stanifSy from 

GUILBERT PITMANi 
CECIL COURT, CHARIRO ORj^BS ROAD. W.C. 
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^ou; Readjf, price 6d. />ofif /ree. 
New Edition in Ordinary Type* 

How to Get 
Speed in Shorthand. 

A rich store of sound advice for acquiring high 
•peed In Shorthand writing. 

By F. PITMAN. 

This little book represents the most 
advanced results of phonographic ex- 
perience, by an author whose work, 
in the highest and most exacting 
phases of professional reporting, is 
probably unique. 

Brief Synopsis : Modes of practice— Method oi 
acquiring a fine touch— A suitable pen — Proper inks 
to use — The high-speed secret — Obstacles to speed — 
Nervousness— Memory— Method of work, etc., etc. 

GUILBERT PITMAN, 
Cecil Court, Charing Cross Road, W.C. 

Coronation Edition* Bound in handsome 
Crimson and Ootd-Veined Co*bers, 

GUILBERT PITMAN'S 

REPORTING NOTE-BOOIC 

i8o pages, 9 ins. by c| Ins., blue lines, elastic bound in stout 
half-cloth covers, and made up of the liest super calendered 
cream-wove paper of exceptional finish. Is. 6d. post free. 

GUILBERT PITMAN'S 

SHORTHAND PENCILS, 

Id. and 2d, 

1/- per doz. ; sample of six, 7d« ; three, 4d» 

AND 

2/- per doz. ; sample of six, 1/- ; three, liL 

Both of the pencils are made from the finest compressed 
lead by one of the leading makers in the world. The I 
cedar is especially selected and polished walnut colour, the 
higher grade pencil being hexagonal in shape to prevent 
rolling. For smooth writing, durability cf point, and 
uniformity of degree in both grades, we venture to think 
they will be found unapproached for Shorthand Writers, 
Book-keepers, and for any ordinarv purpose to which a 
lead pencil is put. In purchasing tnese pencils through a 
stationer, please observe that each is stamped " Oalloert 
Pitman*! Shorthand Pencil " in silver. 

GUILBERT PITMAN, 

CECIL COURT, CHARINQ CROSS ROAD, LONDON, W.C. 



Sick Made Well 
WeakMade Strong 

Marvellous Elixir of Life Discovered 

by Famous Doctor Scientist that 

Cures every Known Ailment. 

Wonderful Cures Are Effected That 

Seem Like Miracles Performed 

—The Secret of Long Life of 

Olden Times Revived. 



Th« |Um«dy la Tr— to AU Who Bond 
Vame and Addross. 

After years of patient study and delving into the 
dusty record of the past, as well as following mod^n 
experiments in the realms of medical science, Dr. Jamc^ 
W. Kidd, 446, First National Bank Building, Fort 
Wayne, Ind., U.S.A., makes the startling announce- 
ment that he has surely discovered the elixir of life ; 
that be is able with the aid of a mysterious compound 
known only to himself, pro- 
duced as a result of the years 
he has spent in searching for 
this precious life-giving boon, 
to cure any and ewry disease 
that is known to the human 
body. There is no doubt of 
the doctor's earnestness iq 
making his claim, and the 
remarkable cures that be is 
daily effecting seem to bear 
him out very strongly. His 
theory which he advances 
is one of reason and based 
on sound experience in a 
medical practice of many 
llB JauM WiLUAy KiDD years. It costs nothing to 
DR. JAMES WILLIAM MOD. ' j^.^ remaikable "EUxir 

of Life," as he calls it,^ for 
he sends it free to anyone who is a sufferer, in sufficient 
quantities to convince of its ability to cure, so there i^ 
absolutely no risk to run. Some of the cures cited are 
very remarkable and, but for reliable witnesses, would 
hardly be credited. The lame have thrown away 
crutches, and walked about after two or three trials of 
the remedy. The sick, given up by home doctors, 
have been restored to their families and friends in 
perfect health. Rheumatism, neuralgia, stomach, 
heart, liver, kidney blood, and skin diseases, and 
bladder troubles disappear as by magic. Headaches, 
backaches, nervousness, fevers, consumption, coughs, 
colds, asthma, catarrh, bronchitis, and all affectiQns 
of the throat, lungs, or any vital organs, are easily 
overcome in a space oftime that is simply, marvellous. 

Partial paralysis, locomotor ataxia, dropsy, gout, 
scrofula, and piles are quickly and permanently 
removed. It purifies the entire system, Mood ana 
tissue, restores normal nerve power, circulation, and a 
state of perfect health is produced at once. To the 
doctor all systems are alike and'eoually affected by 
this gre.it "Elixir of Life." Send for the remedy 
to-day. It is free to every sufferer. State what you 
want to be cured of, and ttie sure remedy for it will be 
sent you free by return mail. 

Remember a letter to America from the British Isles 
requires 2Jd. postage. Write your name very plain, 
and be sure to give your full address, so there can be 
no mistake in delivery. 
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Points 



WHICH MAKE THi: 



BUCK 



ENSDERFER 



Typewriter 



SO GREAT A FAVOURITE ares 



ITS VISIBLE WRITING. 



ITO nnDTADII ITV It weighs only 6 lbs, without ease, and but 
llu rUnlADILIIli l^i to 12 lbs. whea paeked for travelling. 

Which is visible letter by letter as 
it is typed and remains readable 
till the sheet is finished. 

ITS INTERCHANGEABLE TYPE. tB "-"''^ 

No ribbon to smear. Ko pad to dry 
In patches. Always a sharp, clean 
Impresslom Alignment never varies. 

Can be learned In an hour, and a child can 
use lt> 



ITS BEAUTIFUL WURK. 
ITS SIMPLICITY. 



It forms an invaluable writing companioa. It is specially adapted for 

Literary Work, may always be relied upon, and is easily manipukted 

at a high speed without tiring the fingers. 

The price to take 
foolspap paper is froiQ 

Thfl B^ICK unites In if elf the special pointi olalm«d for other luachlneBt and otlieri n«t 

to be foimd «Ltewlker«. Send for ^* The Case for t^« BllokonsdetferH" provlnff tlLU« and ll5t 

Mo. BB, wMoh teUB all about BliokenBderferi. 



£8 8s. to £11 lis. 



Look out for li[.lCK^:^f^L>KKFl:R 
ia.KLTR[C> early ibis jtnr. 



T1l« 




Refereitcss to uaera aft oi/er the Kingdom. 

B LI C KMSDEREM 
Typewriter Co., 

NEWCASTLE ON-TYNE. 



London Depot: 9, CHEAPSIDE, 

West End Agency: 195, OXFORD STREET, W. 

ATsa In LEEDS, MANCHESTER, 

LIVERPOOL, BIRMINGHAM. GLASGOW, 

EDINBURGH, OARaiR^JUiOia8*lW 
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"One People— One Empire^One Destiny/' 
Monthly. 
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Noiu Ready, price 6d« post free. 
New Edition in Ordinary Typc^ 

How to Get 
Speed in Shorthand. 

A rich store of sound advic« for acquiring high 
•peed in .Shorthand writing. 

By F. PITMAN. 

This little book represents the most 
advanced riesults of phonographic ex- 
perience, by an author whose work, 
In the highest and most exacting 
phases of professional reporting, is 
probably unique. 

Bkief Synopsis : Modes of practice— Metliod of 
accjuiring a fine touch — A suitable pen — Proper inks 
to use — The high-speed secret— Obstacles to speed — 
Xcnousness — Memory — Method of work, etc., etc. 

GUILBERT PITMAN, 
CccU Court, Charing Cross Road, W.C. 
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\ Williams Typewriter. 




VISIBLE WRITINQ-PAD-INKINQ. 
Saves LABOUR. Saves MONEY. 

Saves TIME. Saves BRAINS. 

Illustrated Book Free,. 



WilUamsTypewritcr CoJ^ ^^l '' 



GUILBERT PITMAN, Cecil Court, Charing Cross Road, London, W.C. 
5/- Per Annum, post free Digitized by vdF"'- ^*^' ''""• 



TO ANY PART OF THE WORLD. 



All Rights Reserutl. 



-/^ 



put vw m»oty :gcn!g=:^^HE shorthand world gl^^aga. 



Seven Reasons why you should Buy . 



Th e InterBBtioml 
Milt's Mills 

Of MODERN GEOGRAPHY. 

A Series of 105 Pbsrsieal, PoUtioal, and Statistleal 

Maps, eompiled from British and Forei«rn SnrveyBi 

and the latest resnlts of Intematioiial Researeli. 



UNDER THE DIRECTION OF 



J. 6. BARTHOLOMEW, F.R.S.E., F.R.6.S., && 

Royal 4to, cloth, 6s* net ; post free, 6s. 6d* 



1 



BECAUSE it contains new features not shown in any 
other Student's Atlas published in this country. 

O BECAUSE such an Atlas, giying* more prominence to tbe 
special illustration of Physical Geography, is mueh wanted. 

^2 BECAUSE it is desigrned to illustrate not only one, but all, 
^^ Text-Books of Physical and Political Geogrraphy. 

JL BECAUSE the Physical and Political features are shown on 
separate maps without conftision oi^ crowding*. 

BT BECAUSE it is an Atlas ffiving* special prominence to the 
^ mapping* of all British Colonies and Possessions. 

BECAUSE it is a Complete Reference Atlas for all students' 
^ general uses, with an Index to 40,000 names. 

BECAUSE any other Atlases approaching to this standard of ex- 
cellence and completeness cost double the price. 
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GEORGE NEWNES, Ltd., 7—12, Southampton Street, Strand, London, W.C 
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CofonAtion Edition. Bound in handsome 
Crimson and Gotd-Tkined Copiers. 

GUILBERT PITMAN'S 

"CROWN" 

REPORTING NOTE-BOOK. 

180 pages, 9 ins. by c^ ins., blue lines, elastic bound in stout 
half-dot h covers, and made up of the best super- calendered 
cream-wove paper of exceptional finish. Is. 6d. post free. 

GUILBERT PITMAN'S 

SHORTHAND PENCILS, 

Id. and 2d. 
1/" per doz. ; sample of six, 7d« ; three, 4d.« 

AND 

2/- per doz. ; sample of six, 1/- ; three, 7d« 

Both of the pencils are made from the finest compressed 
lead by one of the leading makers in the world. The 
cedar is especially selected and polished walnut colour, the 
higher grade pencil l>eing hexagonal in shape to prevent 
rolling. For sir.ODth writing, durability ci point, and 
uniformity of degree in both grades, we venture to think 
they will be found unapproached for Shorthand Writers, 
Book-keepers, and for any ordinary purpose to which a 
lead pencil is put. In purchasing these pencils through a 
stationer, please observe that each is stamped '*GuilD6rt 
Pitman^s Shorthand Pencir* in silver. 



GUILBERT PITMAN, 

CECIL COURT, CHARING CR088 ROAD, LONDON, W.C. 

THE 

IRet>orter^s €uide« 

By T» A* REED, 

"THE PRINCE OF REPORTERS." 

*' It will be strange if this little book does not find favour 
even beyond the circle of those for whom it is specially 
intended ; for it gives a great deal of useful and interesting 
information, such as any reader would be glad to obtain. 
There has been lately much talk of shorthand, and the 
little brok abounds with judicious advice upon that 
subject." — Illustrated London News. 

•* No better book on the subject has been published, and 
every shorthand writer should read and study it." 

European Mail. 

'* Crowded with all sorts of information necessary to be 
known by tho. e who aspire to be either newspaper or law 
reporters. Mtny useful hints are given about transcribing 
notes, from which beginners cannot fail to derive great 
\>cn^x"— Christian World. 

** We do not recollect ever meeting with a new book on 
shorthand that gave us more delight than Mr. Reed s 
•Reporter's Guide.'" — Sir Isaac Pitman in the Phonetic 
Journal. 

•• A succinct, practical, good little treatise." 

Daily Telegraph. 



Price 1/6 cloth. 



GUILBERT PITMAN, 
Cecil Court, Charing Cross Road, London, W.C. 
M 




"SHORTHAND EXAMINATIONS:" 

How to prepare for them and bow to pass them. 

By EDWARD A. COPE. 

Price ed. Post free 7d. 

"THE MISSION OF MARGARET." 

By ADELINE SERGEANT. 

Price 3d. Post free 3id. 

"COMMERCIAL CORRESPONDENCE, &c.," 
in Shorthand, with Key. 

Published monthly, October to May. 

Price Id. Post free l^d. 
Current Series complete (8 Nos.), sent anywhere for 9d., 

post free. 
Complete Llit of our PubUestlons sent for H&Ujpeimy Stamp. 

THE PHONO. COMPANY, Elgin. 
AND ALL BOOKSELLERS. 

GUILBERT PITMAN'S 

SHORTHAND PENS. 

No. I, Hard, Fine point ; No. 2, Hard, Medium 
point ; No. 3, Flexible, Fine point ; No. 4, Flexible, 
Medium point Each grade supplied at the uniform 
price of 9d. per half-gross box. Sample box of 
assorted flexibilities and points 6d. 

The new feature of these pens is that they are 
made in different degrees of flexibility, and different 
widths of points, thus greatly facilitating the choice 
of a suitable pen. 

Tnj a box and see if you write better with them. 

E.ich pen is stamped " Guilbert Pitman, * which 
should be observed in purchasing. 

GUILBERT PITMAN, CegilCourl Ckarinc Cross Rd.W.C. 
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A JEWEL «f A PEN. 




It has no equal forp^rfect flow, being fitted with Duplex 
Feed and 14 carat Gold Nib. Fine, broad, or medium. 
Complete, 5l. ; mounted, 7l. 6d. ; No. 6, extra lame, ISt. M. 

The **Caltoa'* is the simplest style pen, and is always 
ready. Complete for St. ; mounted, Of. 

JEWEL PEN CO., 102, Fenchurch 8t, London, E.G. 

All MndM npalnd. 

20tb Century Conmierdat Ubnry. 

All the best Shorthand, Typewriting, French, 
German, Spanish, and Commercial Handbooks by 
the leading Authors, available for the use of members. 
Smai/ subscription. Full particulars on receipt of 
stamp.—]. H. Simmons, 2, Rokeby Road, Brockley, 
London, S.E. 

*•* Liberai discount la allowed to Teachers and others 
Introducing "The Shorthand World," or acting as 
Agents.— Order Forms and full particulars mag be 
had post free on application. 

Th« only way to t«ll whether you can write 
quicker with a 

CUILBERT PITMAN SHORTHAND PEN, 

18 TO TRY ONE. 



77ie OLIVER 

STANDARD 

VISIBLE WRITER 




Tour Writing in Sight aU the Time. 

GIVES THE MAXIMUM OF GOOD RESULTS, 
WITH THE MINIMUM OF LABOUR. 

SiM^LL Reuaile. Durable. 
Least Parts. Best Aliqnment. Heaviest Mamfsldci. 

Write for a mackitu on free trial— 

OLIVER TYPEWRITER Co., Ltd. 
Head Offices— 4a, Poultry, London, B.C. 

Showro oms and Copying Department : 

75, QuBBN Victoria Street, E.C 
Glasgow : 94a, Hope St. Manchrster : 18, Tib Lane. 



8tiKe its foimdation in 1887^ 

KENSINGTON COLLEGE 

OF COMMERCIAL EDUCATION 

HAS SUSTAINED ITS UNIQUE AND UNBROKEN RECORD OF HAVING PROVIDED A 

SATISFACTORY APPOINTMENT for EVERY STUDENT. 

Directors :— JAMES HUNFOBD, First Fellow N.P.B., Pioneer of Modem Schools for Commercial 
Education, late Vice-President of the Society of Dlplomated Teachers of Phonography, 

Holder of the N.P.8. Diploma, and other Certificates. 

OUILBEBT PITMAN, First Fellow N.P.S., Nephew of the late Sir Isaac Pitman, and late 

Manager to Sir Isaac Pitman ft Sons, Ltd. 



Lady Supsrintbndrnts. — Mn. Munford and the 
Misses Munford. 

The Staff. — The Suff consists of the most experienced 
and able teachers in the metropolis. 

Subjects. — Shorthand, Typewriting, Book-keeping, 
Business Training, SecrctariaJ and Commercial Corres- 

emdence, Modem Languages on the Gouin System, 
nglish to Foreigners, Preparation for Electrical and 
Engineering Colleges, Prelim. Law, Prelim. Medical, etc. 

SPECIAL FEATURES. 

This old-estabH«;hed College provides, for the sons and 
daughters of gentlemen careful as to surroundings and 
assiociations, a thorough and ^ practical training for 
Commercial and Secretarial Appointments 

Ladies. — There is an entirely separate Division for ladies. 
For Prospectus and particulars 0/ the SECRETARIAL TRAIHIHO COURSE, and the SPECIAL CITT C0UR8B, 
comprising a thorough training under the direct personal supervi<iion of Mr. Munford, of long and varied 
City and Secretarial experience, apply to — 
The SECRETARY, Kensington College, 143-145, Queen's Road. Bayswater, W. (next Whiteley't): 
Mist MUNFORD, Regent House, 233a, Regent Street, W. ; or to 
Mr. QUILBERT PITMAN, Cecil Court, Charing Croat Road, W.C. 



Sir Isaac Pitman.— This was the favourite sdMol of 
the late Sir Isaac Pitman. 

Model Office.— Ihe Model Office attached to the 
College is fitted with all the requisites of a Merchant's 
Business Office, namely : Clerks* desks, t>'pewriter«, 
copying press, mimeograph, letter-filing devices, card 
indexing, letter books, postal and account books, etc. 

SiTUATiON.-^The College is situated in the healthiest 
and mo^t fa.shionable quarter of London, and is of easy 
access from all parts, being close to the Queen's Road 
Railway Station (Inner Circle), to the Queen's Road 
Railway Station (Electric), and to the Royal Oak Railway 
Station (Metropolitan), and to Wcstboume Grove. 

Special attention is devoted to backward and difficcdt boys. 

Residential College— Lady Superintendents, Mrs. 
Munford and the Misses Munford. 
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The Typewriter : 

Its Story and Its Purpose. 

By GEO. CARL MARES and CHRIS. MAUGHAM. 



" The teaching of the typewriter should be made j^eneral. 
The typewriter should be established in all the offices of 
the Raj. There are some men who have in their minds 
that they can write quicker than the typist can operate. In 
that idea they are wrong. The typists can turn out work 
•quicker and better. If there had been no benefit from type* 
writers, so many typewriters would not be employed ; it is 
because^ the typewriter does more work that it u u.sed. It 
■economises time and labour." 

THESE remarks, forming part of a 
speech delivered by the Maharajah 
of Gwalior in the spring of 1901, hit 
the situation so happily and accurately that 
they may well serve to open the story of 
the typewriter. Travelling, as the machine 
has travelled, from the New World to the 
Old, and from the Old World to the still 
older and changeless East, making one long 
•continuous and triumphal journey, crowding 
out opposition and living down all reproaches, 
the typewriter has clearly proved its claim to 
be considered a time and labour saving in- 
strument, and, withal, a money-maker. 

But the estimation in which the machine is 
held, as a means of making money, is too 
apt, we think, to swamp the regard which 
should be paid to its early history. Many an 
operator disregards entirely all machines 
other than the one he himself favours with 
his patronage. How the machine came 
about, and in what other forms it may 
appear, are questions which do not appeal to 
him. The instruction so frequently met with 
— to learn all there is to learn about one 
machine, and then stick to that — is good 
enough so far as it goes. So long as one 
may have a particular machine to operate, 
and never sees another, such advice may be 
effective. But life, according to writers on 
that phenomenon, is made up of a succession 
of changes ; and with the changes which go 
to constitute life will come, sooner or later, a 
•change in typewriters. Any opportunity, 
therefore, should be seized which will enable 
No. 7. 169 



the operator to make himself acquainted with 
machines other than those he may actually 
employ. In saying this, however, it is not to 
be understood as implying the necessity for 
a practical knowledge of every make of 
machine, but rather a general knowledge 
which will enable the paper to be fed, the 
carriage to be returned, and so on. This 
general knowledge will often stand one in 
very good stead ; it may secure a vacant 
berth, or present opportunities for money- 
making which otherwise might be irredeem- 
ably lost. It may be regarded as an axiom 
for the typist, therefore, that he should learn 
one thing thoroughly well, and many other 
things as well as he can. 

These chapters are written solely from a 
practical standpoint. They aim not only to 
trace the evolution of the machine, but to 
point out where some have been deficient, 
and how others have succeeded. They seek 
to indicate the readiest means of gaining pro- 
ficiency, at the same time indicating how 
numerous failures encountered by the pion- 
eers of the machine have ended in the pro- 
duction of the all -but-perfect machines now 
to be met with. 

The perfectly practicable and practically 
perfect typewriter of to-day is not the work 
of any one man, but, like Topsy, it " growed." 
It is the offspring of many minds — minds 
which laboured and thought, and schemed 
and planned, through many a long year of 
disappointment and loss. This man or that 
man may be entitled to the credit of some 
individual portion of the invention ; someone 
else may have elaborated some development 
or variation of the original machine, and so 
produced a new one ; but the solid fact re- 
mains, that almost as many minds — nay, 
almost as many patents — have combined to 
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produce the writing machine of to-day as 
pieces are used in its manufacture. 

The application of mechanical principles to 
the operation of writing is a very ancient 
idea. Far back into the seventeenth centur>' 
there was invented and patented a writing 
engine, the object of which was to execute 
several copies of a document simultaneously. 
Then, on the 7th day of January, 17 14, Henr>' 
Mill, the engineer to the New River Co., 
of London, applied for and was granted 
Letters Patent for a machine which, as the 
specification stated it to be, was a device to 
write in printed characters, one letter at a 
time and one after another. No model of 
this machine is known to be in existence, but 
from the descriptions which are available, it 
would appear that Mill's machine consisted 
of a circular plate or wheel, round the edge 
of which the types were placed on plungers, 
that the types were brought over the printing 
point by rotating the wheel, and pressed 
home by means of springs. 

In 1833 a French patent was granted to 
Xavier Progrin for an instrument called by 
him a Ktypographic machine, or pen. From 
the description of this machine, which ap- 
peared at the time in the Recueil des Bmtets 
{f Invention, vol. yj, Ur series, it would seem 
that Progrin's invention consisted of a series 
of levers disposed in a circle, each carrying a 
character at its extremity. The inking 
arrangements consisted of a pad, which 
rested, normally, at the side of the type. 
Spacing, both for letters and for lines, was 
effected by means of suitable ratchets. 

Eleven years later, Messrs. Bain and 
Wright secured a patent for a printing tele- 
graph — a device identical, in theory', with 
later inventions, but sharing the defect of the 
earlier ones by failing in the practical adapta- 
tion of their principles. 

The next to move in the matter was Charles 
Thurber, of Worcester, U.S.A., who, on i6th 
August, 1843, obtained a patent for a t>'pe- 
writing machine. It consisted of a wheel 
about a foot in diameter, around the rim of 
which were bored about forty-four holes. A 
rod passed through each hole, having at its 
extremity a type, the upper end of the rod 
bearing a corresponding letter or mark. To 
imprint any of these, the wheel was made to 
revolve on its axis, and the requisite letter 
brought over the point where the impression 



was intended to be made. There was a 
carriage, with a cylinder or platen to carry* 
the paper, and the line-spacing movement 
was effected by a clutch working in an annu- 
lar ratchet wheel in very much the same 
manner as at present. It is not known how 
the inking was to be effected, and the exist- 
ing descriptions are mute upon the point> 
though probably the type points rubbed over 
a moist ink pad, and so effected the purpose. 
Slow and tedious as such a machine must 
have been, it was yet a beginning, and 
Thurber himself, whilst willingly admitting 
the existence of defects, considered them to 
be all quite easily capable of amendment 

Fairbanks, five years later, produced a 
machine for printing on calico. This was a 
typewriter, since the designs to be printed 
were mounted on the ends of converging 
rods, and struck to a common centre. Several 
names must now be passed over in rapid suc- 
cession. None of them made any stir at the 
time, but they all form links in the chain — 
Foucault, Eddy, Jones, Thomas, and Beach. 
History must ever remain silent as to many 
of the schemes which were thought out, and^ 
maybe, worked out, but for which no patent 
rights were sought. One, a very curious 
machine, was invented by Mr. House, of 
Buffalo, New York, and possessed the novel 
feature of a revolving platen, which gradually 
turned round letter by letter, and moved 
along between the lines. This would not, of 
itself, be altogether a bad idea, but of course 
the width of the paper would be limited to 
the circumference of the platen, which could 
not very well be changed. 

It would now appear to have become 
noised abroad that a machine which would 
execute writing was within the bounds of 
possibility. Very great interest was dis- 
played, and very numerous efforts were put 
forth. One worthy, with a devotion ill-re- 
quited by cruel fate, sold up a prosperous 
business, and devoted himself to the idea. 
His story has never been told, although his 
fortune was lost in his vain endeavours. 
Another, an American, at the time residing 
in England, was more successful, for he suc- 
ceeded in producing a machine which really 
would write at reasonable speed. 

Mr. Pratt was a native of Alabama, U.S., 
and in this country patented, in 1866, a 
machine which he subsequently exhibited 
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before the Society of Arts. In this machine 
he employed a small plate of metal, bearing 
the letters arranged in rows upon it, and 
placed behind a vertical sheet of paper. He 
adjusted this plate in such a manner that 
any selected letter could be brought immedi- 
ately behind a hammer that he had mounted 
in front of the paper and above the keyboard. 
The depression of any key of this board 
<:aused the plate to be adjusted, the hammer 
to strike the blow, and the paper to be sub- 
sequently shifted to afford space for the suc- 
•ceeding letter. A full account of this machine 
may be found in the " Journal of the Society 
of Arts "for 1867. 

Pratt's machine was lost sight of for many 
years, but was discovered by Miss Leoline 
Hartley, a well-known lady typist ; and after 
renovation in some details was placed by her 
in the South Kensington Museum, where it 
ibrms part of a very interesting but almost 
unknown and sadly-neglected collection of 
-writing machines of various kinds. 

The machine so discovered was, however, 
not the model exhibited by the inventor before 
the Society of Arts, but is a later and very 
liighly improved form. It retains the general 
features of the first model, but in place of the 
type-plate there is a small type-wheel, on 
which the characters are mounted in three 
horizontal and twelve vertical rows. 

This type-wheel (to quote from the " Can- 
tor" lecture of April 30, 1894) is connected to 
a train of clock-work that always tends to 
rotate it, but is prevented from so doing by 
means of a tooth mounted in a notched cir- 
cular plate placed at the foot of the vertical 
shaft. This shaft can be brought to rest at 
positions corresponding to each of a single 
vertical row of letters by means of stops 
acting in the notched plate, and operated by 
the resp)ective keys to which the letters be- 
long. A second motion could also be given 
to the wheel in the direction of its axis, and 
thus the letter of any one of the three hori- 
zontal rows selected. Both these motions 
were controlled by one movement, and the 
same movement, when continued, caused the 
hammer to be struck. The return movement 
allowed a coiled spring to draw the paper 
carriage (which was somewhat in the shape 
of a square frame) a step onward for the next 
letter. There was also a key for the return of 
the carriage and to commence a fresh line. 



Pratt, by his invention, brought the purely 
experimental stage to a close. Numerous 
articles appeared in the public prints discuss- 
ing the "workability" of the idea. But 
whilst some took an optimistic view, others 
were pessimistic ; whilst those following the 
" third alternative " were not wanting. The 
hope of the latter was to bring the machine 
to such a degree of perfection as to provide 
a substitute for shorthand — a claim and an 
aim not unknown at the present day. And 
it was during this newspaper discussion that 
the Scientific American wrote : — 

" A machine by which it is assumed that a 
man may print his thoughts twice as fast as 
he can write them, and with the advantage 
of the legibility, cpmpactness, and neatness 
of print, has lately been exhibited before the 
London Society of Arts by the inventor, Mr. 
Pratt, of Alabama. The subject of typewrit- 
ing is one of the interesting aspects of the 
near future. Its manifest feasibility and 
advantage indicate that the laborious and 
unsatisfactory performance of the pen must, 
sooner or later, become obsolete for general 
purposes. Printed copy will become the rule, 
not the exception, for compositors, even on 
original papers like the Scientific American, 
Legal copying, and the writing and deliver- 
ing of sermons and lectures, not to speak of 
letters and editorials, will undergo a revolu- 
tion as remarkable as that effected in books 
by the invention of printing, and the weary 
process of learning penmanship in schools 
will be reduced to the acquirement of the art 
of writing one's own signature and playing on 
the literary piano above described, or rather 
on its improved successors." 

Thus was the seed transferred again to 
American soil, and, as we shall see, it has 
brought forth a hundredfold. ' 

( To be continued,) 
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Mr. J. W. POOLE is well-known as a 
leading expert of the Arts of Shorthand and 

Typewriting 
in this coun- 
try. As he is 
careful to in- 
form every- 
body, he is a 
Yorkshire- 
man, and 
was born on 
August 3rd, 
1862. 

Mr. Poole 
is a self- 
taught Pho- 
nographer, 
and as a 
theoretical 
expert is unsurpassed. He was for six years 
the Headmaster of the Ladies Department 
at the Metropolitan School of Shorthand, 
London, and was one of Mr. Gunn's most 
valued assistants. 

It is interesting to note that whilst in the 
first I.P.S. Examination Mr. Poole came out 
second Honours in the Kingdom, the first 
Honours man passed the final stages of his 
training under Mr. Poole's tuition. 

Thoroughness, punctuality, and hard work 
are Mr. Poole's watchwords ; he says that 
whatever man has done, a Yorkshi reman can 
do if he has the tools — and to this confidence 
he owes much of his success. He is a man 
of many sides ; is an expert in Photography 
and Woodwork, a cyclist, and a musician of 
some skill. There is an interesting story as 
to the latter which illustrates Mr. Poole's 
determination. When a child the middle 
finger of his right hand was crushed in such 
a fashion as to make it impossible for him to 
play the piano. Directly Mr. Poole found 



that this was the case, he interviewed a sur- 
geon and had the offending finger trimmed 
to the size of the others by an operation. 

For the last nine years he has held the post 
of London Manager to the Williams Type- 
writer Co. for Europe, and has preached 
" Williams " with energy and discretion to all 
who would give him a hearing. The regard 
in which he is held by the Company may be 
judged by a letter which Mr. Poole recentl)*^ 
received from the Solicitors to the Company, 
which ended as follows : — " On Wednesday, 
the 4th day of June, you were duly elected a 
Director of the said Corporation." 

We heartily congratulate Mr. Poole on his 
appointment, which we may say is thoroughly 
well-deserved. 



Mr. EDWARD A. COPE.— On August 
31st occurs the anniversar)' of the birth of this 
well-known metropolitan phonographer. His 
work in the 
interests of 
Shorthand 
and of all 
classes of 
shorthand 
writers in this 
country, it is 
impossible 
adequately 
even to sum- 
marize in a 
few para- 
graphs. His 
continuous 
and p ro - 
longed ser- 
vices to the London Phonetic S.W.A. would 
alone constitute a title to the enduring respect 
of English Phonographers. But numerous 
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and varied and important as those services 
liave been, they represent after all a mere frac- 
tion of the labour he has undertaken in con- 
nection with Phonography. He has written 
more extensively on Stenographic topics and 
on topics associated with Shorthand work 
than any other half-dozen of the most pro- 
lific of living Phonographic wijters ; and he 
possesses in an unusual degree the faculty of 
being always able to discover something new 
and fresh and striking to say on Ihemes that 
most outsiders would promptly dismiss as 
exhausted or as insusceptible of literary 
treatment. He is President of the London 
Phonetic S. W. A., Chairman of the London 
District of the Teachers' Section of the In- 
corporated Phonographic Society, a Vice- 
President of that Society, a member of its 
Examining Board, and Editor of its Magazine, 
the I.P.S. Quarterly, He is an authority on 
shorthand examinations and did much to 
promote the institution of the now popular 
Phonographic Speed Examinations. He was 
one of the first to recognise the necessity of 
an Examination for Teachers, and one of the 
initiators of the movement that led ultimately 
to the starting of the existing examinations 
for what are known as Teachers' Diplomas. 
He is Examiner in Shorthand to the London 
Chamber of Commerce, and published last 
year a valuable little booklet entitled : 
" Shorthand Examinations " — a work that is 
cramful of practical hints for the preparation 



of candidates desirous to pass successfully 
and with credit to themselves and their 
instructors. 

In the by no means common art of reading 
aloud, Mr. Cope excels. It has been from 
his dictation that most of the high-speed 
certificates — those at 200 words per minute 
and upwards — granted to Metropolitan Pho- 
nographers have been gained. 

For twelve months he edited the Phono- 
graphic Quarterly Review^ a magazine that 
during its all too brief existence numbered 
among its contributors some of the g[reatest 
of living authorities in Science, Art, and 
Literature. His own acquaintance with 
general literature is extensive and varied ; 
but he is no bookworm. In that leisure of 
which the busiest of men somehow contrive 
to get more than most other people, he has 
acquired an exceptional acquaintance with 
the innumerable field paths all round London 
— field paths absolutely unknown to the bulk 
of the residents in the huge metropolis — 
and has astonished and delighted many a 
party of ramblers, phonographic and other- 
wise, by conducting them through meadows 
and fields and woodland scenes of unsus- 
pected interest and beauty in close proximity 
to the great city — spots not difficult of access 
if you know where to look for them — where 
the scorching cyclist is unseen, and the 
noisy motor-car is unheard. 
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PRIZE WINNERS. 

Competition No. 20. 

E. G. F. Eustace, 4, McMahon Street, 
Dublin. 

C. F. J. Grieve, Shanbally, Clogheen, Co. 
Tipperary. 

J. J. AiREY, John Street, Kilrush, Co. Clare. 

Miss A.THOMPSON, 12, Church Street, Cavan. 

J. Gavin, 55, St. Patrick's Road, Drum- 
condra. 

C. Eustace, 4, McMahon Street, Dublin. 

Competition No. 21. 

J. ASHER, 27, Academy Street, Elgin. 



Answers to G)rrcspondcnts* 

G. H.— S m j, on the line. 

J. J. A — See ** Grammar and Style," next 
month. 

Celtic — The only, way is to get an introduc- 
tion. 

W. B. P.— We hardly think so. 

Harold. — You will see them frequently adver- 
tised in the Exchange ami Mart. 

Naval Surgeon. — Write to the William's 
Typewriter Co., 104, Newgate Street, E.C. 

C. H. H. — Make a written application, stating 
your qualifications, to the secretary of one of the 
institutions, or, better still, write to the secretary 
of the Employment Bureau, Kensington College, 
143, Queen's Road, Bayswater, \V. 

Qu ILL-PUSHER. — The matter was referred to 
in our last number. 
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Literature in a Hurry. <^ «ie 



By ARTHUR VIZETELLY. 

(Continued,) 



"^TEWSPAPERS always excite curi- 
J^^ osity. No one ever lays one down 
without a feeling of disappoint- 
ment," says Charles Lamb in his " Detached 
Thoughts on Books and Reading." We have 
yet to greet the ideal newspaper ; and the 
views of two well-known journalists on the 
subject may not be out of place here. Mr. 
Harold Begbie, who achieved distinction as 
the poet of " The Handy Man," and who is 
responsible for the nightly column of amusing 
verbal outrages which appears in the GMf 
under the heading ** By the Way," is of opinion 
that the ideal newspaper should be an even- 
ing one and owned by a member of the House 
of Lords. He lays stress upon the vesperal 
character of the journal because " the matu- 
tinal paper is more hastily read, sooner for- 
gotten, and less the topic of conversation at 
dinner. An evening journal should be pub- 
lished at five o'clock, and should have none 
of those evidences of hasty composition which 
inevitably mar so many of its morning con- 
temporaries. And news should be the least 
engrossing part of the ideal journal. This 
is important, and brings me back to my first 
point — the ownership of the paper. Now a 
nobleman should care very little for the spas- 
modic and fluctuating events of a day, but, by 
his training and his character, he should care 
very greatly for the deep and abiding inter- 
ests of life, the main current of national 
existence, and the spirit animating the steady 
progress of evolution. Let him choose for 
his editor a man of wide culture and broad 
sympathies ; let him inspire such a man with 
his own notions of journalism, and the public 
would be provided with a paper that at once 
soothed their distracted nerves and corrected 
their ignorance and vulgarity. But my noble 
proprietor must review only such books as 
are deserving of serious mention ; and so 
arrange his advertisements that they do not 
occupy a place on every page. He must 
turn a deaf ear to the blandishments of 
actors, and criticise only such plays as are of 
a literary character. This would free his 
columns of those eternal announcements 



which every day convince the newspaper- 
buyer that it is impossible to keep abreast 
of the literary times ; and it would rid him 
of the necessity for publishing demoralising 
accounts of the millinery worn by actresses 
in every stupid play that struts its hour upon 
the stage. 

" There would be brightness and light- 
ness, rather than dulness and heaviness, in a 
paper that filled its pages with bright, spark- 
ling essays, with smooth verse, with witty 
anecdotes, and with short stories of only the 
highest excellence. Such a paper would 
gladden the soul of the jaded merchant re- 
turning to his hearth ; it would speed the 
dullest railway journey to the most impatient 
clerk; and it would provide talk for the 
stupidest dinner-party in Belgravia. To read 
it every night would become the duty of 
England, and not to know its views on the 
subjects of the day would be to announce 
oneself vulgar and ignorant. Conceive the 
joy of the world in finding a paper in its hand 
which had order, neatness, and dignity in its 
appearance ; the composition of the news- 
agencies translated into polite English, and 
forming a connected narrative ; the tele- 
grams, thus translated, relegated to the back 
page ; the wisdom of the war critic, the pro- 
fundity of the politician, the lightness of the 
essayist, the brilliance of the novelist, filling 
the other pages in print that a gentleman 
may read without tears 1 Would not such a 
paper come to each man as an old friend, a 
conversationalist to be welcomed at the fire- 
side, a companion for slippers and pipe ? And 
that is the condemnation of the present even- 
ing paper — it has no sense of slippered ease 
about it, no friendly and genial companion- 
ship, no comforting sobriety, no character. 
Hysterics, hysterics — all is hysterics ! The 
national character is fast being corrupted by 
vulgar hysterical prints whose one purpose 
and intention is commercial. Such a journal 
as I dream of would wage steady, persistent, 
and contemptuous war on such sheets ; it 
would damn them as vulgar, it would proclaim 
{Continued on page 187.) 
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A Regimental Story* 
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to the world that to be seen handling or 
reading such vileness is to convict oneself 
of shameless and open Philistinism ; then 
would those crazy columns topple, and the 
world be delivered from the jerry-builders of 
literature ! " 

According to the late John Augustus O'Shea, ' 
the most versatile and most courageous of 
Hibernian journalists, who had been every- 
where and seen everything in both hemi- 
spheres, " in the ideal newspaper there should 
be colloquial briskness, as in America ; there 
should be some solidity, or appearance of 
solidity, as in England. There should be no 
insolent interviewing, no palpably expanded 
telegrams, no Divorce Court trials ; there 
should be pen-and-ink photographs of public 
meetings, as well as accurate reports of the 
important speeches ; there should be no puffs 
of patent medicines and similar foolishnesses, 
no statistics that could be avoided, ho metero- 
logical charts or enorjnous gooseberry trifling, 
and as little of Parliamentary inanity as might 
be. Whatever there was of seriousness there, 
by whomsoever spoken, should be impartially 
given. The great object should be to pro- 
duce a live and lively newspaper. The first 
step towards that consummation is to break 
away from that stupid tradition of the leading 
article run in the mould. Every great Lon- 
don daily regularly appears with its three or 
four grave declarations of opinion on current 
topics every morning. I will allow that these 
are all wonderfully well written, notwithstand- 
ing I have my suspicion that some of them 
must have been written at racing pace ; but 
there is one point which I cannot allow — 
namely, that every subject should be meted 
out with the same measure. The spider on the 
staff has to spin out his filament to a uniform 
length, averaging from one column to one 
column and a-third, no matter whether the 
subject is worth it or not. Many newspaper 
writers are treated as if they were a species of 
automata." Mr. John Hollingshead once said 
that most writers were like a hurdy-gurdy, 
and had only a certain number of tunes to 
play. When they got through them they 
should change their pitch. 

Mr. W. T. Stead, whose erstwhile assistant 
on the Pall Mall Gazette, Lord Milner, when 
but a rising youngjournalist without a handle 
to his name, has summed up as " a compound 
of Don Quixote and Phineas T. Barnum," is 



reported to have bestowed the following ad- 
vice upon aspiring editors and newspaper 
proprietors : "In order to establish for a 
newspaper a position to impress its readers 
with a sense of your influence, it is needful 
before all things to find out what people are 
about to do, and then recommend them to do 
it. By such means is the public impressed 
with your sagacity and power, and so you 
may gain a real influence which may or may 
never be exercised. Then another method 
for use in journalism is to profess to know 
more than the person from whom you are 
wishing to obtain information, so that he may 
not be unwilling to tell you what he knows, 
being under the impression that you know it 
already and more." 

In France there are no limits to what a 
newspaper proprietor will do to make his 
organ pay. Not long ago a provincial publi- 
cation was suffering from an inadequate cir- 
culation, and, with a view of helping it along, 
and himself too, the senator of the district, 
a prominent Royalist, hired the front page 
for articles in favour of his particular policy. 
But some little time afterwards a Republican 
candidate appeared on the scene, and finding 
himself attacked in the front page of the 
paper in question, he conceived the happy 
idea of securing the second page in the same 
journal for the purpose of replying ; thus for 
several weeks the front page advocated 
Royalist, and the second page Republican 
principles. 

(TV? de Concluded.) 

ANOTHER KIND LETTER. 

A RECENT letter from Mr. U. Grant Case, 
of the United Typewriter and Supplies Co., 
contains the following spontaneous apprecia- 
tion of The Shorthand World :— 

" I took home the copies of the magazine 
received this day and spent a delightful 
evening with them. The reading matter is 
very interesting and instructive ; I can say 
the same for the shorthand pages, and how 
beautifully they are engraved I I can well 
appreciate the convenient size, the nice 
cover, the good quality of paper you- are 
using, and the printing in general. The 
* long ' and * short ' of it is, you deserve 
every success, and the magazine is well 
worthy of a place at the top." 
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THERE is a certain touch of pathos in 
the delightfully refreshing story the 
Glasgow Evening News tells of the 
typewriter from the author's point of view. 
Mr. J. M. Barrie confinns the writer's view that 
many typewriters are pretematurally moody. 
He writes : — " I have never seen one with a 
placid, equable temper. I should say that 
nine-tenths of the typewriter machines are 
vixens, and all of them have moments of 
malevolence. I have had a typewriter, to 
which I never gave the slightest offence, let 
me write a whole page of the finest humour 
(which could never be recalled or repeated) 
over one immovable spot in her badly-worn 
ribbon. I have had them with bells that 
refused to ring. They are all affected by the 
weather ; in my case they do much better 
at night than in the morning, though Mr. 
Crockett has had a different experience. In 
the morning the noise of the machine is part 
of the clamour of the wideawake world ; at 
night, when the house is still, the sound is 
frightfully exaggerated, and you fancy you 
are spoiling the sleep of half the universe. 
If I were asked my chief objection to type- 
writers, it is that they are all English or 
American. In spite of all I can do, they 
refuse to leave out the final letters in my 
* makes,' and * takes,' and * aways ' ; so that 
I have to go over the work with a pen after- 
wards, and convert these to *mak's,'and *tak's' 
and *awa's.' I cannot impute this to anything 
else than stupid English prejudice. I have, 
however, worn out three or four apostrophes 
per month. A great improvement in type- 
writers for Scottish dialect stories would be 
to have double strong apostrophes, with 
duplicates." 

Mr. Kipling, on the other hand, tells the 
writer he has of late done all his poems on a 
" beautiful 2 h.p., brazed tubular, cam-action, 
half-silent typer of American invention. ' It 
is a dandy ! ' he says, with characteristic 
enthusiasm. * My greatest joy in life is to 
rise early and oil it. I can do poems on this 
machine without the trouble of thought. 
Have you seen my latest contribution re- 
garding the Colonial representatives at the 
Coronation ? 



Since thy house to my house none lesser can bring 
Than my house to ihy house— King counselling 

King. 
And my house to thy house none greater can send, 
Than thy bouse to my house— friend counselling 

rriend. 
That is a fair specimen of what I can do 
with my new beauty. I just start the cam- 
action at the first line, pull open the throttle 
valve, and go out for a walk round Rotting - 
dean. When I come back I find a poem of 
any desired length completed, and the ma- 
chine flushed and happy, waiting modestly 
for my applause." 

Mr. T. P. O'Connor, who does all his 
journalistic work on a typewriter, prefers to 
write straight on, without putting any spaces 
between his words, leaving that part of the 
process to be indicated by the pen of the 
understudy, whose time was obviously not so 
valuable as his own. If one writes straight 
on, leaving out spaces, he can defy the ma- 
chine to indulge in its favourite trick of rush- 
ing to the end of the line before it is expected. 
" I have frequently tried," writes Mr. O'Con- 
nor, " to baftie typewriters prone to this 
nasty trick of bolting, by putting on lightning 
speed towards the end of a line so as to get 
a full word in without the need for hyphenat- 
ing, but the machine always beat me until I 
adoptedtheplanofleavingoutallspaces. It is 
a great saving of the thumbs." 

Mr. George Douglas, author of "The 
House with the Green Shutters," says his 
mechanical colleague is a second-hand one 
of cynical and misanthropic tendencies. " I 
suspect he is French. At all events, he has 
the suspicion of a French accent, and is an 
omnivorous student of Balzac. I have once 
or twice tried to coax a little pathos out of 
him, but he refused to work any more that 
day. Do not blame me for the sanguinary 
hue of my closing chapters. I have no 
pleasure in bloodshed for its own sake, and 
in my book I wished only one death at the 
conclusion ; but my typewriter started off by 
itself one night, and laid about so viciously 
that I found a shambles in the morning." 

" Typewriters human I I should just think 
they were ! " says Mr. Crockett, on a pictorial 
postcard he sends from his castle in Spain. 
" I have a stud of six, and just because of 
their fads and foibles, could not do with one 
less. I have one whose speciality is Gallo- 
way Scots. She is no use for the Continental 
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yarns, and I have never turned her on to one 
of these but what she heated at the bearings 
and made trouble. My great favourite is a 
humorist. I got her very young, and broke 
her in myself. She remains till this day the 
very soul of comedy, though prone to repeat 
herself occasionally. Then there is my 
staunch old ' Pathetic 'I Ah ! that's a t>T5e- 
writer for you ! When she is running at her 
best she brings the tears, unbidden, to my 
own eyes. * Be calm ! ' I tell her ; but she is 
not built that way, and long after I have gone 
to bed I can hear her sobbing away to her- 
self in the darkness and stillness of the night. 
All my typewriters are early risers. They 
are at their best about 5 a.m., and in the 
afternoon they are practically no use to me. 
After all, I can't complain if they have (as I 
suspect) come to some understanding among 
themselves for an eight hours' day. I may 
add that as a result of having been brought up 
in a manse, none of them will do any work on 
Sunday. On the other hand, they ask for no 
holidays, which is rather lucky for me, as I 
can't afford to take any holidays myself." 

The writer then refers to his own experi- 
ences : — '* I bad a machine for years which 
was a pattern of all the virtues, except that 
it transposed its * s ' and * d ' ; so that when I 
wished to write 'sad' the machine wrote 
* asd.' Remonstrances were in vain ; I had 
to dispose of the machine to a man who wrote 
dialect stories for American papers, and 
found this eccentricity rather an advantage 
than otherwise. I once had a Barlock fall 
in love with me. She was — well, not young, 
being of the early pattern, with the em- 
broidered or fretwork bodice no longer de 
rigueur in Barlocks, and something about 
me seemed to take her fancy. I was poor at 
the time ; I was young ; I was engaged to 
the dearest girl in the world. That Barlock 
fairly clung to me in these days. She had a 
way of taking my fingers and not letting 
them go till all hours of the night. How she 
rattled ! Well, let us not say rattled — she 
meant it fo" a purr ; and upon my word I 
thought her nJdnight conversation cheerful 
and invigorating. She threw herself in my 
way the first thing in the morning ; she smiled 
seductively up into my face all day. Poor 
thing ! She never got over my marriage ; fret- 
ted fearfully after my return from the honey- 
moon, and died at last of a broken spring." 



Business Life* ^ %h 

BY A CX)NFIDENTIAL CLERK. 

Chapter VI. 

Forwarding Goods: Inland and Foreign. 

Inland. — There are five modes of for- 
warding goods in general use by traders, 
viz., own van or messenger, parcel post, par- 
cel delivery company, railway, and canal. 

1. By own Van or Messenger.— Most 
firms having a large local trade employ a 
number of vans for the delivery of parcels, 
etc., to their clients. Some contract with a 
cartage contractor to supply vans, or engage 
vans by the hour at a special rate when occa- 
sion requires. Parcels are also delivered 
locally by messenger, t,e,, carried by hand 
or delivered per truck, trolley, etc. This 
is called the town delivery, and for this a 
parcel delivery book is used, and generally 
consists of delivery notes and counterfoils. 

The delivery note is handed in with the 
package by the messenger, and the person 
receiving the goods signs the counterfoil 
retained in the book. Care should be exer- 
cised by the receiver of any package that 
such package is in good condition, and cor- 
responds with the particulars given on both 
the delivery note and counterfoil ; as, if the 
latter is signed without such checking, the 
messenger will be in possession of what is 
termed . a " clean signature," and in case of 
dispute the firm delivering the goods can 
produce such signature as a legal proof that 
the goods were delivered as signed for. If 
the contents of any package cannot be 
checked on receipt, or there is any doubt 
as to breakages, it is always advisable to 
add a protective note on the counterfoil or 
receipt given — such as " unexamined," " not 
counted," " case broken," " contents rattle," 
" wet," etc., etc. Any such irregularity should 
also be pointed out to the messenger at the 
time, the contents examined as soon as pos- 
sible, and a letter written to the firm deliv- 
ering the goods, pointing out the discrepancy 
or irregularity. 

2. Parcel Post.— For small parcels the 
parcel post ser\'ice is one of the best methods 
of delivering ; and the list of rates given 
below will show that it is also cheap ; — 
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Ratks of Inland Parcel Post. 
Not excmding i lb. in weight, 3d. 
?2xceeding i lb., but not exceeding 2 lbs., 4d. 

2 lbs., „ ,, 3 „ 5d. 

3 4 .. W. 

4 .. .. .. 5 M 7d. 

5 .. .. .. 6 „ 8d. 

6 ,. „ „ 7 ,, 9d. 

7 .. .. .. 8 M lod. 

.. 8 ,. ,, „ 9 ,, iid. 

.. 9 .. .> •> II .. i2d. 

1 1 lbs. is the limit of weight. Dimen- 
sions ; Greatest length, 3 ft. 6 ins. ; greatest 
length and girth (combined), 6 ft. Thus a 
parcel 3 ft. 6 ins. long may measure 2 ft. 6 ins. 
round its thickest part ; /.^., 6 ft. in all. 

All charges must be prepaid by stamps 
affixed to the parcel on the top right-hand 
comer of parcel, or to the official label 
obtainable at the Post Office. 

Addrkssino.-— It is advisable to address 
on the outer wrapper, as a " tie on " label 
may be torn off. Also enclose a duplicate 
address in the parcel, in case the address on 
wrapper is destroyed, or becomes unreadable 
during transit. In the top left-hand corner 
write the words, " Per parcel post," and the 
name and address of sender, written small, 
at the bottom left-hand comer, or stamped 
with an Indiarubber stamp is advisable, in 
case the parcel cannot be delivered through 
error in address, or other irregularity. Par- 
cels may be addressed to a Post Office to 
be called for, and if allowed to remain over 
one clear day are liable to a charge of id. 
per day. Letter rate is chargeable if the 
regulations are not observed. For special 
regulations re dangerous and prohibited arti- 
cles, see Postal Guide. 

Parcels for this service must be presented 
at the counter of a Post Office, but rural 
postmen can accept such parcels if duly 
prepaid and otherwise in accordance with 
the regulations. 

Certificate of Posting can be obtained 
from the Post Office, and must be filled up 
by the sender and handed with parcel to the 
clerk, who will sign and return the certificate 
if in order. 

Registration.— Parcels per this post can 
be registered. Fee : 2d. for compensation 
of >^5 J 3^- for £i^^ \ 3"^ id- for every ^10 
beyond, up to ^120. 

Foreign and Colonial Parcels are 
subject to regulations similar to those apply- 



ing to inland parcels ; and for the various 
dimensions and rates see Postal Guide. 

Insurance fee for foreign and colonial 
parcels is 5d. for the first £\2^ and 2|d. for 
for every additional ;£i2, up to a limit of 
;£i2o. If containing gold or silver articles, 
or coins, parcels must be insured, and the 
limit of compensation in some countries is 
as low as j^2o. 

Customs Declaration.— Customs de- 
claration and despatch note must be filled in 
by sender, and handed in with parcel. The 
particulars must be exact ; otherwise the 
Customs authorities abroad may seize the 
parcel and confiscate its contents. 

3. Parcel Delivery Companies. — 
There are a number of companies engaged 
in the delivery of parcels in London and the 
suburbs, and all large towns possess their 
local carriers. These companies not only 
deliver parcels locally and in the suburban 
districts, but they also accept parcels for 
delivery to any part of the kingdom, and, in 
fact, throughout the globe, as they have con- 
tracts with the various railway companies 
and steamship companies. 

The principal companies in London are 
the Globe Parcel Express, Sutton & Co. 
Carter, Paterson, & Co., Pickford & Co.; and 
for small parcels to the provinces their rates 
are generally cheaper than the railway com- 
panies*, as they collect the parcels and de- 
spatch them in skips or baskets ; and, owing 
to the special terms they obtain from the 
railway companies by reason of the large 
number of consignments they forward in 
this manner, they are enabled to quote cheap 
rates. 

The London and suburban district of these 
carriers comprises a very extensive area, such 
places as Finchley, Brentford, Sidcup, King- 
ston, Sutton, etc., being included in the list. 
As Sutton is \i\ miles from London Bridge, 
it will be seen that the charge of 4d. for a 
small parcel delivered I2i miles away is 
cheap, and, in fact, cheaper than the railway 
company do it. 

These carriers also quote very low rates 
for small parcels to the large towns in the 
United Kingdom. 

All these parcel delivery companies quote 
special rates according to special arrange- 
ment, and contract to carry both large 
and small packages at advantageous rates. 
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They also both collect and deliver accord- 
ing to special arrangements. Many pro- 
vincial firms have annual contracts with these 
carriers, and find them very convenient. 
For instance : a provincial draper obtains a 
quotation from Sutton & Co. for the delivery 
of his goods per cwt. from London to his 
warehouse. He decides to have an annual 
contract. Suppose he has a special parcel 
from his wholesale houses two or three times 
a week, or even daily. Sutton & Co. will 
carr>' these special parcels under the contract 
rate. Of course, drapers and others are 
writing up every day for special orders, such 
as a dress length, a dozen ties, or half-dozen 
collars, etc., etc., ordered specially by their 
clients, and naturally the trader is desirous 
of reducing the cost of carriage to a mini- 
mum. If he can get these special orders 
down under the contract rate, he does not 
lose all his profit on them by reason of the 
heavy cost of conveyance which single par- 
cels per passenger train would mean. 

Continental and Foreign Carriers. 
— The carrying of parcels to Continental 
and foreign towns, etc., is a speciality with a 
number of firms, amongst others being the 
Continental Parcel Express, Brasch & Roth- 
enstein, Mory & Co., Hernn Peron & Co., 
Davies, Turner & Co., Pitt & Scott, Stock- 
weirs Express. The London Directory gives 
a long list of these carriers. These foreign 
carriers collect the value of such parcels on 
delivery, if desired, and pay the amount to 
sender, less charges. Particulars of terms 
can be obtained from them individually. 

Declarations of value, weight, dimensions, 
class of goods, country of origin, etc., have 
to be given for Customs purposes, and it is 
essential to use great care in such declara- 
tions, in order to avoid confiscation. The 
duty on dutiable articles can be paid either by 
sender or consignee. Such parcels are de- 
spatched per "Grande Vitesse" (passenger 
train) or " Petite Vitesse" (goods train), and 
instructions must be given accordingly on 
the despatch note provided by the carriers on 
application. Any of these carriers will readily 
give all the information required by clients, 
and for regular consignments they quote 
special rates. 

4. Railway Companies.— These also lay 
themselves out to carry small parcels by 
passenger train. They issue special lists of 



rates free, which can be obtained at any of 
their receiving offices in London. The rates 
for passenger train are quoted for parcels of 
I lb. to 28 lbs. Packages above 28 lbs. 
would probably be sent per goods train, and 
therefore packages of i qr. and upwards are 
quoted, for in a special list of goods rates. 
Naturally, it is cheaper to send parcels much 
less than 28 lbs. by goods train, but when a 
merchant or a customer is in a hurry for the 
goods, the quicker service, viz., passenger 
train, is used, and higher rates paid. A par- 
cel by passenger train can, generally speak- 
ing, be taken to the parcel office ten minutes 
before a certain train departs, and be de- 
spatched by that train. Suppose the parcel 
is for Gloucester, and you get it to Padding- 
ton in time to catch the 10.37 a.m. train, 
it will reach Gloucester at 1.46 p.m., and if 
marked for immediate delivery may be 
delivered early in the afternoon. If sent per 
goods train it would not leave London until 
the night goods train, and might not be 
delivered before noon the following day, 
although it should be delivered next morn- 
ing. Parcels to be forwarded per pas- 
senger train can also be delivered to the 
various receiving offices, and vans leaving 
these offices at certain intervals convey the 
parcels to the stations for despatch per 
passenger train. 

Further, the Railway Companies collect 
free of charge and deliver free of charge 
parcels conveyed by passenger train from 
warehouses and business establishments in 
London and other large towns, and specia 
arrangements can be made for their collect- 
ing vans to call at convenient hours for 
such traffic. 

(To be continued.) 

'^^'^^^^^^^^^ 

*«* The next instalment of 

''7he Doings of Philip SMacrstig, 
Phonographer/^ 

will appear in our September issue, which 
will be published on the 25th inst« 
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(Formerly Manager tc 
Sir Isaac Pitman &* Sons, Ltd,) 

Address : — Cecil Court, Charing Cross Road, 
London, W.C. 



Communications on matters of general interest to 
our readers are solicited. All Contributions f which 
must be written on one side of a sheet of paper in 
longhand or typewriting) and sketches submitted 
must have the names and addresses of the senders, and 
be accompanied by stamps. If the contribution is not 
original the source from which it was taken must be 
stated. Payment for accepted contributions is made 
when required; but, unless distinctly asked for, 
copies of the magazine will be sent as sufficient 
acknowledgment. The Editor will endeavour to 
send back refected MSS., but cannot guarantee their 
safe return. The Shorthand World is issued 
about the 2jth of each month, and should be obtain- 
able at all newsagents, booksellers, and at the railway 
bookstalls throughout the United Kingdom by the ist 
of the following month ; or it will be sent post free 
to any part of the world (carefully packed) for 6ft. 
a year, payable in advance. 

All communications respecting Advertisements to 
be forwarded to Mr. F. E. Potter, 56, Ludgate 
Hill, E.C. 

Telephone: No. 1,160, Holbom. 
Telegrams: *' Exultation," London. 



Grammar and Style. ^ 

All communications for this column Bhonld 
be addrvBBed in longhand to Gramostyle, care 
of "The Shorthand World," Cecil Court, 
Charing Cross Boad, W.C, and should reach 
this office as early in the month as possible. 

"And Which." 

A pitfall, for which critics arc ever on the look- 
out, is a redundant and before which, or tha', or 
who^ etc. If the and really is redundant, of course 
it is wrong ; but often the preceding which is 
implied, e.g.^ " May I point out certain qualities 
the other men had, and which we need not em- 
phasize now?'" Obviously the word "which** is 
implied after the word "qualities,** though, of 
course, it would have been more precise to have 
inserted it, and the * * and ** is not necessary. 
Again, where a relative sentence is adjectival [,e.g., 
an army invincible = an army which is invincible), 
and is the last of a series of two or more adjectives 
or adjectival clauses, it is right to put arid before 
its which. To take an example from the most 
grammatical book in the world, The Bible — •*To 



an inheritance incorruptible, and undefiled* and 
that fadeth not away" — here "and-ihat-fiidcth-not- 
away" is practically one word, "unfading," so 
that the " and " is not redundant. It must not be 
thought that I am trying to defend the promiscuous 
use of " and which," for in cases where it is in- 
defensible nothing sounds so bad, and since it is 
always better to be on the safe side, and it is so 
easy to avoid using "and which *' where the use is 
doubtful, I advise my readers very strongly lo 
give this combination of words a wide berth. I 
should like my readers' opinions on the following* 
from Vanity Fair x "And the way in which she^ 
jockeyed Jos, and which she described with infinite 
fun. . . .•* Is the " and which •• here absolntely 
wrong ? And what about the following sentence 
from the pen of Archbishop Trench : " * Gossip ' is 
a compound word, made up of the name of ' God ' 
and of an old English word, * sib,' still alive in 
Scotland, as all readers of Walter Scott will re- 
member, and in some parts of England, and which 
means, akin ; they being ^ sib ' who are related to 
one another." 

Synonyms. 

I have received a very flattering letter from a 
lady in Leicestershire, whom we will call " E. F.'* 
She signs herself "A Devoted Reader and 
Arduous Studier,'* and adds a P.S., "I wish 
you would reply to me in your Magazine as to 
whether it is correct to use such a word as 
* Studier,' as in the case above? Student does 
not seem lo exactly imply what I mean ; as it 
should read Studier * of your Magazine.* " 

Yes, "Studier" is right; but it is a very un- 
common and rather an ugly word. It is quite 
right to use an uncommon word when you wish to 
emphasize a difference in meaning; many words 
are apparent synonyms, but there is generally a 
subtle shade of difference in their meaning. Use 
a simple word when the sense allows ; but if you 
are sure of your ground do not be afraid of a less 
common word. Can any of my readers give any 
more synonyms of the word " glad," than the 
following? — ^happy, pleased, delighted, gratified, 
joyful, cheerful, gay, bright. 

Choice of Alternative Words. 
I notice that my correspondent uses the words 
"reply" and "correct," instead of "answer** 
and " right,*' which always seem to me to be the 
more preferable words. " Never use a long word 
when a short one will do '* is an excellent rule, 
and another equally good is " Always use English 
words where possible.** A well known man onee 
wrote : " When a short word will do, you always 
lose by using a long one. You lose in clearness ; 
you lose in honest expression of your meaning ; 
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and in the estimation of all men who are qualified 
to judge, you lose in reputation for ability. . . . 
El^ance of language may not be in ihe power of 
all of us, but simplicity and straightforwardness 
are." Here is a short list of words which should 
be avoided where possible, and the synon)rms 
which are better employed 

residence for home 

locality for place 

commence for begin 

assist for help 

permit for allow or let 

correct for right. 

But no doubt my readers will readily supply 
many more. 

The Dative. 
Concerning ** a nicety of speech which seems 
to be more generally observed in America than 
in England," I read in an American magazine : 
" It would be easy to find plenty of good au- 
thorities for such a phrase as * He is given a stick,' 
but almost all careful writers prefer to say, * A stick 
is given him.' To use the technical terms of 
grammar, when the sentence ' I give him a stick,' 
is changed into the passive form, the direct ob- 
jective, * stick,' should become the subject of the 
verb, not the dative object * him. ' " This, of 
course, is all right, as far as it goes, but to be strictly 
accurate, the sentence should read **A stick is 
given to him." I do not say it is always advisable 
to put in a " to*' wherever there is a dative, but 
its omission sometimes is very objectionable, 
especially when the direct objective is left out 
or implied, e.g,^ ** I wrote him " is very slovenly, 
but '* I wrote him a letter " is excusable. Many 
especially old-fashioned business firms are very 
particular about little things such as this, and it is 
as well to be on the safe side. 

"Happy to Accept." 
From business to pleasure. I hardly like, how- 
ever, to suggest that my readers do not know how 
to accept an invitation, but possibly some of the 
youngest might fall into the old trap if they were 
not warned Of course I am referring to the 
niistake people sometimes make in saying, " I 
shall be happy to accept," instead of either ** I am 
happy tt) accept," or ** I shall be happy to come." 
The acceptance is not a thing of the future, any 
more than a refusal would be, and you would not 
think of saying, ** I shall be sorry to refuse your kind 
invitation for next Tuesday." You do not wait 
until the day of the party to refuse or accept, and 
I presume you are not like the Irishman who once 
answered an invitation thus : "Mr. Patrick 
O* Flanagan regrets he cannot accept Mrs. Smith's 
kind invitation owing to a subsequent engage- 
ment." At all events he was more honest than a 



great many who refuse invitations from no other 
reason than that they do not wish to be bored by 
accepting them. 

Refusals. 

Apropos of this subject a case came under my 
notice the other day. An invitation for a Monday 
evening was through some mistake not received 
until Wednesday morning — what form ought the 
answer to have taken? ** I received your lettei 
too late, otherwise I should have been happy to 
accept it, ** not "to have accepted it," which would 
mean you would have been happy to have got the 
business over. The same difficulty arises some- 
times in refusing invitations which arrive in proper 
time, e.g.f " I should have been happy to come, 
but I have another engagement." This is not 
right, because ** should have been " implies some- 
thing which is past, as in the previous instance, 
not as here something in the future. '* I should 
have been happy to have come " is of course 
doubly wrong. The right form to use in this case 
is " I should be happy to come, but I am already 
engaged." 

Correspondence* 

Writers' Cramp. 

Editor, " Shorthand World." 

Having much penwork to do, I occasion- 
ally suffer from that unpleasant complaint 
known as "writers' cramp" — an affection 
which manifests itself as a cramp of the 
fingers, accompanied by great pain in the 
wrist — and I shall feel obliged if you or 
any of your readers can tell me of a 
genuine remedy for it. Hitherto I have 
found that rubbing the hands whenever the 
symptoms appeared afforded some relief ; 
but as the attacks are becoming more fre- 
quent, I shall be glad to know of some effec- 
tive cure. — Thanking you in anticipation 
Yours, etc., James Amsden, Leicester. 

[We are of opinion that this distressing 
malady is a great deal due to the ordinary 
mode of using the pen or pencil, which seems 
to us to invite cramp, and a change made 
in this direction would, we should imagine, 
afford considerable relief Having no per- 
sonal knowledge of a certain cure, we invite 
correspondence on the subject, as probably 
some of our readers may be in a position 
to give the desired information. — Editor, 
S.W.]. 
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Practical Business Letters* 

SECTION III. {Continued,) 

Velveteens. 

In answer to yoilr | favour of the loth, 
we enclose further patterns of our Chic 
Velveteens in lighter shades as desired. We 
have, however, | no stock of these shades, 
and should have to order from the manu- 
facturers. Upon receipt of your firm's order, 
we I shall be pleased to obtain for you not 
less than a piece in either shade, and if the 
manufacturers have (80) any stock, which in 
all probability is the case, we could deliver 
in the course of a week ; but if | not, the 
earliest we could promise delivery would be 
a month. 

Perhaps your customer is not particular as 
to the I exact quality, and we enclose samples 
of light shades of Velveteen, 24 ins., which 
we can do at ! 2/6 per yard, and of which we 
have sufficient in stock to execute your order. 
This cheaper quality is | guaranteed Fast 
pile, and we sell large quantities of it for the 
purposes you mention. It is a really first- 
(81) class Velveteen at the price, and although 
of course not equal to the " Chic " in quality, 
yet may suit your | customer's requirements 
as well. 

Curtains. 

In reply to your enquiry of even date, we 
have pleasure in handing you our | book of 
designs in Madras Muslin Curtains herewith. 
We shall be pleased to quote you special 
export prices and terms | for any of these 
curtains if your friends will give us a better 
idea of their requirements, but until we | 
know this we cannot very well quote, as the 
prices range from i/- per yard upwards, ac- 
cording to quality (82) and width. Perhaps 
it would be best if your friends select one or 
two designs, and state the widths, also | if 
they desire the curtains tasselled or frilled. 
We do a very large export trade in our 
specialities, and shall | be pleased to put you 
on the very best terms regarding prices and 
discounts upon hearing further from you. 
We I trust your friends will also be interested 
in our Art Muslins, etc., which are splendid 
value. Awaiting your favours. 

Bedsteads. | 

In reply to your esteemed enquiry re Chair 



Bedsteads, wc beg to hand you our quotations 
as under : — 

Patent Folding (83) Iron Chair Bedsteads, 
with brown wool cushions in cretonne, size 
2 ft by 6 ft., 48/- each. | 

If a cheaper thing is required, we can do 
a light Portable Folding Iron Bedstead, with 
cloth sacking, from stock | 2 ft. 6 ins, by 6 ft. 
@; 13/- ; strong ditto, 15/-; extra strong ditto, 
18/-, exclusive | of castors, which in each 
case would be 2/- extra. The advantages of 
these folding bedsteads are their extra- 
ordinary I lightness, and compactness when 
folded, and the great facility with which they 
can be extended for use as an occasional 
(84) bed, although of course they cannot be 
used as chairs. 

The prices quoted above are all subject to 
a special j shipping discount of io°/o, and 
we would allow you an extra i J*^/o for prompt 
cash I against presentation of invoice with 
Bill of Lading. In giving you these quota- 
tions, we are making you a special con- 
cession I of 5 **/(,, and we do this as we wish 
to develop a trade in our specialities in the | 
South African market. 

We manufacture many other varieties of 
bedsteads for which we shall be pleased to 
quote you favourable (85) prices, and as we 
have an extensive stock, we are assured that 
we can fill to your entire satisfaction any ) 
order you may place with us. Awaiting the 
favour of your esteemed commands. 

Letter Paper. 

We thank you for your | enquiry of the 
4th inst., and can quote you for the Letter 
Paper, etc., to your sample the following 
prices : — | 

Colonial Cream Wove Bank, ruled grey, 
ioJ + 8j\, 4/1 1 per ream. 

Envelopes to match, | 5S + 3?b» 7/6 per 
1000 : 5i + 4j, 9/10 (86) per 1000. 

A cheaper but nevertheless good paper we 
can do as follows : — 

Cream Wove Bank, ruled blue, size as 
above, | 2/10 per ream. 

Envelopes to match, 4/ 10 and 6/6 per 1000. 

These prices are | for quantities of not less 
than 10 reams of paper, or 5,000 envelopes*. 
We allow a shipping discount of | 5.^/© for 
cash in 10 days, and deliver the above 
quantities f.o.b. London steamer. We 
should I be glad to quote you also for other 
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letter papers suitable for foreign correspon- 
dence, and enclose samples of some of (87) the 
grrades which we sell freely. Awaiting your 
news. 



Timber. 



We were pleased to receive your inquiry 
of the 2oth I inst. re Pensacola Pines, and 
can offer you two lots of same for arrival 
May or June, viz.: 6i8 | 33/35> 3 x 9» prime, 
12/3. Terms, i ^1^ for cash, or bill at | three 
months from date of bill of lading against 
documents. This offer cannot be held firm, 
but the goods are | subject to being unsold, 
as the demand just now for these deals is 
very brisk, and the mills cannot cope (88) 
with the present call made upon them. We 
should therefore esteem your reply by return 
if you wish to secure | either of the lots 
oflTered. 

We can thoroughly recommend these 
pines, as they come from one of the most 
reliable | mills. We cannot offer you any 
seconds, as we have only prime lots in stock. 
The quotations given above include | de- 
livery f.o.b. Pensacola, and we would secure 
freight for you if you so desire ; but do not 
think I we could obtain it at less than i los. 
There is a good demand for tonnage, both 
(89) sail and steam, at late current rates 
which we are rather inclined to believe will 
go still higher before the | season is over. 
The present situation may almost be de- 
scribed as a deadlock, as there is very little 
tonnage offering, | and owners would seem 
to be indifferent to the question of securing 
even a portion of the wood-carrying for| 
British bottoms. However, we will do our 
best upon receipt of your order to get a lower 
rate than at | present quoted. When order- 
ing, please say whether you wish us to inusre 
the goods. 

Indiarubber Goods. 

We are in possession (90) of your favour 
of March 3rd, and as there is a mail on Fri- 
day next, we hasten to send you | the partic- 
ulars desired. We can quote you for India- 
rubber mats from stock as below : Medium 
quality, 26 x 18 [ x f in. thick, 6s. 8d. each ; 
best quality, 36 x 24 x J in., 1 5s. 9d. each. 
These | prices are quoted for quantities of 
not less than one dozen in each size, and 
we would deliver free Birkenhead | steamer ; 



but we cannot hold these quotations firm 
for any indefinite period, as owing to 
the constant fluctuation in the (91) mar- 
ket value of Indiarubber, the prices of all 
rubber goods are subject to alterations 
without notice. In regard to discount, | we 
are willing to make you a special concession 
in order to stimulate the trade between us. 
Our ordinary discount | is 5 ^/o, but upon 
orders for fair quantities we will allow you 
10%. 

For special mats | you had better reckon 
IS. 4d. per lb., subject to same terms and 
conditions as quoted above. We can | make 
any size or shape to order, and lettering would 
be charged extra. Should you require special 
shapes it would (92) be best to send us a 
paper pattern, and we will make you a special 
quotation for different weights. We | should 
be pleased to have your large orders, which 
would receive prompt attention. 

Cardis:an Jackets. 

Replying to your valued communication 
of the 3rd inst. re Cardigan Jackets, we beg 
to say that we are stocking some excellent 
lines in these | goods. The shade of brown 
you ask for is somewhat lighter than the 
plain brown Cardigans we have in stock, | 
but we are sending you to-day, carriage paid, 
a sample jacket for your inspection, as re- 
quested. We do these jackets (93) in plain 
colours with silk sleeves in black, brown (the 
shade sent), navy blue, and dark green : in 
smalls I at25s. 6d.; men% 26s. 6d.; O.S., 28s. 
6d.; extra O.S., 29s. | We also enclose in the 
parcel sent you a fancy Cardigan, which has 
a mixture of the shade you require, | and 
which we think may suit you, the silk sleeves 
being a very close match to your shade, and 
this I quality we can offer you at 24s., 25s., 
26s. 6d., and 27s. (94) in the respective sizes. 
We further stock a much commoner article 
in black or brown, at 3s. 6d. in | men's and 
4s. 2d. in O.S. We deliver parcels over £^ 
in value free, and our best | cash terms are 
Z\ ^/o- We should be glad to serve you in 
these and our other | specialties. 

Goods Offered. 
Colours for Dyeing. 

We have been informed by our friends, 
Messrs. Roper, that you are interested inj 
colours for dyeing purposes, and we are 
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therefore taking the liberty to submit you 
sample tins of some of our (95) productions, 
which we should thank you to be good 
enough to examine carefully. We send you 
three colours, viz., green, | blue,andred; but 
our colours are to be produced in all shades, 
and the prices run from 3s. | per lb. We 
hope you will thoroughly test these samples, 
and if the result is satisfactory favour us with 
an I order, as we are assured that a trial in 
bulk would lead to the adoption of our colours 
for the I dyeing of your various fabrics. 

We do a very large trade with dyers gener- 
ally, our product being found both cheaper 
(96) and more economical in use than that 
of rival makers. The prices might be slightly 
reduced upon orders for large | quantities. 

We should always be glad to receive your 
inquiries, and would, if desired, send you 
further samples, or any | special shades you 
might wish exactly matched would have our 
special attention. We await your favourable 
response, and in the | meantime remain, 



Bark. 



Relying upon being again favoured with 
your esteemed orders for Bark during the 
year which we have | now entered, we take 
this opportunity of thanking you for the 
business placed with us heretofore, and would 
assure you (97) that any orders entrusted to 
us will always be given our best and most 
careful attention. 

We shall be glad | to quote you for Bark 
when you are wanting any, and as prices 
are ruling ver>' low at the present | time, per- 
haps you can see your way to take a parcel. 



Wines. 

Your name has been given to us by| 
Messrs. Londonderry & Co. as buyers of 
Rhenish Wines. We hold a fairly large 
stock of various white and red | wines in 
bond, and if you are buyers we shall be 
pleased upon hearing from you to quote our 
lowest (98) prices, and best terms. 



Celluloid. 



Understanding that you have recently 
opened a new factory in the Midlands for 
the purpose | of manufacturing cycle acces- 
sories, I beg to call your attention to the 



fact that I am supplying quantities of Cellu- 
loid, I for cycle handles, mudguards, etc, to 
many firms manufacturing such accessories. 
If you are making these articles, I shall be | 
glad to send you samples of my latest pro- 
ductions in Fancy Celluloids, with details of 
prices, etc. Celluloid, as you | are doubtless 
aware, admits of many attractive combina- 
tions of colour and design, and some of the 
handles, etc., made of (99) this material pro- 
duce a most brilliant effect when fitted to the 
machine. Awaiting your favourable news. 



Japanese Fire Screens. 

I I can offer you from stock a considerable 
quantity of Fancy Japanese Fire Screens at 
exceptionally low prices, and if you | are 
interested, I shall be happy to send you an 
illustrated catalogue, with detailed list of 
prices. These screens are | selling freely, 
and as they are wonderfully effective and 
showy, I believe you would do well to take 
an early | opportunity of making your selec- 
tion from them. I have a special show of 
these screens in my warehouse during the 
(100) week, and if you can conveniently call 
within the next few days you can make your 
own selection on the | spot. 



Sers^es. 

We beg to call your attention to our new 
season's Serges, which we are selling exten- 
sively to some I of the largest wholesale 
houses in the trade. Their splendid wearing 
qualities, combined with the low prices we 
quote, render 1 these Serges quite unequalled 
for value ; and if you are interested we shall 
be happy to send you samples of | the whole 
range, with full particulars. 



Dried Fruits. 

We have just received a shipment of Dried 
Fruits, amongst which are (101) several lines 
which we think will be suitable to your trade. 
These goods are shipped by one of the most | 
reliable Continental growers, for whom we 
are the sole agents in Great Britain. The 
quality is all that can be | desired, and we 
may say that in this respect they are superior 
to anything we get from other districts. If I 
you are in the market, and can give us a 
call, we shall be glad. 

{To be continued.) 
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Professor J* A« FLEMING. 



JUST PUBLISHED. 



PHce 1/6 neL 



In Crown 8vo. strong dotli Binding, 7i Ins. liy 6 Ins. Dlnstrated liy 80 carefully prepared 
explanatory diagrams, drawn expressly for the work by J. H. WOOLFITT, formerly Editor of 
"Amatenr Work." 

BOTTONE'S 

AMATEUR ELECTRICIAN^S WORKSHOP- 

(Reprinted from ^THE YOUNG ENGINEER.^) 

A Handbook of Praotloal Instmotion In the makiatf of Eleotrical Models and AppUanoas. 

By S. R. BOTTONR 

Sometime Professor of Eleolriclty and Magnetism at the Carehalton School for Cadets; at The Istltuto Beliino, 
Nooara ; and at The Colleglo del Cewmlne, Turin. 

SO much interest has been shown by all amateurs in the construction of electrical apparatus, more 
especially by those who cannot command a well- fitted workshop with unlimited tools, that no 
other motive need be assi^ed in placing this work before them, than a cordial desire to assist 
such. All the appliances have b;;en actually made by the author himself, have been found to work 
satisfactorily, and their construction is well within the grasp of the ordinary amateur; while the 
materials are not by any means expensive. The thorough practical knowledge of the science of 
electricity and magnetism possessed by the author has rendered his name a household word among 
all students who use the Anglo-Saxon language. Conjoined to this, his intimate acquaintance with the 
requirements of amateurs is a guarantee of success to those who attempt to make, according to his 
directions, the appliances described in the ^'Amateur Electridan^s 'Workshop*'' 

A parent wishing to make a present to his son, especially if it be desired to develop in him a 
taste for electrical knowledge, and to cultivate some speciality as a hobby, cannot do better than buy 
him this work. The important part which Electricity is to play in the industrial progress of the world 
is now fully recognised. 

London : OUILBERT PITMAN, Cecil Court, Charing Cross Road, W.C. 

AND ALL BOOKSELLERS. 
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l^stemattc Memory; \ 

or. How to Make a Bad Memory Qood, 
and a Qood Memory Better. 

BY T. MACLAREN. 

Enlarged and Improved Edition. 
Complaints are continually heard about bad memories. 
Some nave the misfortune of bavins been born with 
"shocking bad" memories; while others have, in their 
early years, been gifted with wonderfully good memories, 
but, by some mysterious process, have gradually lost the 

K' wer of retaining even the most recent facts. Some, asain, 
ve the rare faculty of at once, and without the slightest 
difficulty, committing to memory everything the]ir please, 
but, unfortunately, in a very few days all is entirely for- 
gotten : others, on the contrary, have very great difficulty 
in fixing anything in their minds ; but when once a thing 
is fuced, it is fixed for ever, llie truth is, that most persons 
do not know how to employ their memories. The faculty 
may be tolerably good, out the power of application is 
too fireauently wanting. The system set forth in this 
remarkable work is intended to make bad memories good, 
and good memories better. 

Parents will do well to encourage 
their children to learn this science, 
which is indisputably one of the highest 
practical value. 

Students about to go up for examina- 
tion will find the system of peculiar 
assistance to them. 

Price 1/- Cloth. 

GUILBERT PrrMMr^^ Rd.. W.C. 



For use in the Office. . 




The ^THIN RED LINE'^ 

SHORTHAND NOTE-BOOIL 

200 pages. Price 6d. 

Do you want a really first-class note-book at a reasonable 
price? If so, the "Thin Red Line" Notc-ljook will, we 
think, be found worthy of special attention. 'I'he sixe is 
S ins. by 5 ins., elastic bound (opening fiai), the paper being 
a substantial cream- laid, bearing a pleasant surface to write 
upon, and is strongly bound. Ruled in red lines, especially 
.Kuitable for note-taking in electric or gas lieht. Is acknow- 
ledged by all as " the best in the market. ' A ver\' liberal 
discount on six or more copies. Sample copy, post free, 6d. 

The "0. P." 
SHORTHAND NOTE-BOOIC 

No. 1.— 80 pages, Id. 
The "Q. P." 

SHORTHAND NOTEBOOK* 

No. 2.— 160 pages, 2d. 
18. worth, assorted, sent post firee. 



London: OUILBERT PITMAN, 

OECn. COUBT, CHABINO CBOSS BOAD, W.C. 
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CORONATIO|< OFFER. 

DO YOU WANT A PAIR OF GLOVES 
FREE OF COST ? 
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For a limited time every copy 
of "THE THIN RED LINE" 
Shorthand Note-book sent out 
will contain a Coronation 
(Glove) Coupon. When 25 of 
these coupons are sent to the 
address printed below (stating 
whether Lady or Gentleman 
and size worn) a pair of 
superior quality SuMe Gloves 
will be forwarded to the sender 
free of any cost whatever. 

There is no better book for 
Office use than " The Thin Red 
Line" (200 pages. Elastic Bind- 
ing, Price 6d.), and it can be 
ordered through any Stationer 
or Bookseller; but send the 25 
Coupons as soon as obtained in 
one lot to 



OUILBERT PITMAN, 

Oeoil Court, Charing Cross Road, W.C. 

TO AUTHORS. 

Mr. GUILBERT PITMAN will be happy to 
undertake, on reasonable terms, the Printing and 
PuBUSHiNG of Works on General Subjects. 
Address : Cecil Court, Charing Cross Road, W.C. 

Order form for cbe 
^'Y^^ung Sngineer^ «• 
^^ Shorthand Olorld/' 

To be handed to any Newsagent or BookstaH, 
or potted direct 

To GUILBERT PITMAN, Cecil Cotirt, 

Charing Cross Roady London^ "^.C 

Please supply me with 

for moniks^ for wliich 

I hand you the sum of 

Name — 

Address 

Prloa id. each. Monthly, post fine 6d.; Yearly 
labsorlptloB, post free, oareftilly packed, 5/- to 
any part of the vorld. 



Cheap Edition of this popular and standard work, 

handsomely bound in linen. Price Is. 

THBS 

Reporter's Hand-book 

and VADE MECUM. 

"With Appendix. 
^ By A REPORTER J^ 

EXPERIENCED ON WEEKLY AND DAILY NEWSPAPERS. 

AFFORDING COMPREHENSIVE INSTRUCTIONS FOR RECORDINti 

ALL KINDS OF EVENTS. 

A <word from the Author :— 

With this^ book in his hand, it is almost impossible for 
anyone to slip any important item, or omit to make any very 
particular inquiry in connection with the event.s of which he 
Ls required to give an account. Whilst in the train I have 
often opened my pocket-book and entered the questions n> 
be asked during the day in my note-book, leaving blanks 
for the answers to be filled in ; and at the end of the pro- 
ceedings, finding that the blanks had all been filled up, I 
was sure that I had obtained all the particulars I required, 
and that I could have missed nothine of importance. The 
book is not written for any s)}ecial class. It will probably 
be conceded that the iiirormation will prove valuable to the 
tyro, but I venture to think that it may be of some advan- 
tage also even to the proficient and experienced writer^ 
reminding him of many things which he is likely to forget 
or overlook ; whilst the terms and phrases eiycn will aid 
his memory by giving him the expression which, for the 
time bein^, he cannot call to recollection. Again, many of 
the questions eiven are intended not so much with the view 
of obtaining direct answers to them, as to lead the person 
questioned, and even the questioner himself, to think of 
and mention other matters, which might otherwise escape 
notice, connected with the proceedings under consideration. 

Oy all BookulUrs^ or post /ree on receipt of 1/- from 

GUILBERT PITMAN, 
Ceoll Oonrt, GhaarlniT Cross Soad, W.C. 



PRICE 6d. 

New Edition in Ordinary Type* 

How to Get 
Speed in Shorthand. 

A rich store of sound advice for acquiring high 
speed in Shorthand writing. 

By F. PITMAN. 

This little l>op1c represents the most 
advanced results of phonographic ex- 
perience, by an author whose worlc, 
in the highest and most exacting 
phases of professional reporting, is 
probably unique. 

Brief Synopsis : Modes of practice — Method of 
acquiring a fine touch— A suitable pen— Proper inks 
to use — The higb-speed secret — Obstacles to speed- 
Nervousness — Memory — Method of work, etc., eta 

GUILBERT PITMAN, 
Cecil Cotirt, Charing Cross Road, W.C 
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All AMATEUR ELECTRICIANS should read 

THE YOUNG ENGINEER 

AND AMATEUR CARPENTER^ 

Price FOURPENCE Monthly. Post Free, sd; Annual Subscription, 5s. 



Contents op Number I. 

Ocean Greyhounds. Seven Illustrations, 

Perpetual Motion. Three Illustrations, 

Steam Turbines. Two Illustrations, 

A Cheap and Efficient Accumulator. Five 
Illustrations. 

How TO Make an Electric Motor. Full Page 
Illustration. 

Some Facts about Express Locomotives. 

How TO Make a Carpenter's Bench. Full Page 
Illustration. 

How TO Make a Bicycle Shed. Full Page Illus- 
tration. 

Model Railway Track. One Illustration. 

COMTBNTS OP NUMBBR II. 

Tmb "Tuppbkny" Tube. Five Illustrations, 

Pneumatic Tools. Thne Illustrutions. 

A Startling Suggestion. 

A New Lathe. One lllustraiUm, 

How TO Make Cells or Batteries. FullPagt Illustration. 

A Lathe from Second-hand Parts. Two Full Page 

Illustrations. 
Home Carpentry: Mainly about Shelves. Numeroue 

Illustrations. 
Two Useful Articles in Fretwork. Full Page IlbU' 

tration. 
A Cylinder Electrical Machine and its Construction. 

Full Page Illustration. 
How TO Make A Simple Telephone. Two Illusttationt, 
The Coming Ekginebr and Machinist. 
How TO Makb a Bed-Tray. One Illustration. 
Partitioning off a Room. One Illustration, 

Contents op Number IIL 

Lilliputian Railways and Trains. Illustrated by Four 

Charming and Unique Photographs, 
Telephony for the Million. 
How TO Make a Onb-incii Spark Coil. Full Page 

Illustration, 
Solders and Soldering. Amateurs' Difficulties Explained. 
How TO Make a Music-Holder and Overmantel in 

Bamboo. Full Page Illustration. 
A Lathe from Second-hand Parts. Full Page Illustratiotg, 
Some Notes on Aluminium and its Alloys. 
The Young Engineer's Windmill, and How to Make it. 

Full Page Illiisnation. 
A "^'akeshift" Bureau: How Put Together. One 

Illus ration. 

Contents of Number IV. 

High-Speed Mono-Railways. Two Illustrations, 

Boiling Cold. 

Rapid and Multiple Telegraphy. 

How to Make a One-Inch Spark Coil. Two 

Illustrations, 
Design and Construction of an Overmamteu 

Four Illustrations. 
Wood-Carving. Full-page Illustration. 
How TO Make a Folding Screen. One Illustration. 
Construction of a Dumb-Waiter. One Illustration, 



Contents of First Eight Numbers* 



Contents of Nimber V 

Wireless Wires and other Won ders. Two Illust, 

Calico-Printing. Three Illustrations. 

Some Railway Novelties. 

The Wireless Telegraph: How to Make it. 
Four Illustrations. 

An Artistic Overmantel op Simple Construc- 
tion. Four Illustrations. 

More about the Wind-Engine. Ttoo Illustrations, 

Bent Iron Work. 

How TO Make a Writing Desk. Full-page Illust, 

Soldering— Steam Turbines— Water Turbine. etc. 

Contents of Number VL 

New Lamps for Old. 

A Combination Music Seat. Full-page Illustration. 

The Wireless Telegraph : How to Use it. FuU- 
page Illustration. 

Model Engine Building for the Beginner. 

Joints and Ornamentation in Wood- Work. Two 
Illustrations. 

Sloyd, or Swedish Carpentry. 

How TO Make a Mitre-Trap. Full-page Illust, 

A Few Notes on Planes. Full-page Illustration. 

The CoNSTRucnoN of a Small Bookcase. Two 
Illustrations. 

Motors and Batteries — Drilling Holes in 
Glass— Faulty Telephone— Microphone At- 
tachment TO Phonograph— Electro Motor 
FOR Locomotive, etc 

Contents of Number VII. 
Railway Travelling of To-day. Five Illust. 
The Romance of Aerial Navigation. 
Joints and Ornamentation in Wood-Work. Two 

Illustrations. 
The Construction of Primary Batteries. Four 

Illustrations. 
A Novel Electric Night-Lamp. Full-page Illust, 
A Simple Wooden Lathe and its Construction. 

One Illustration. 
A Five o'clock Tea-Table: How to make it. 

Full-page Illustration, 
Pocket Accumulators. One Illustration, 
Watts and Amperes Explained. 
Motor Reversing Gear— Chucks, etc. 

Contents of Number VIII. 
Structural Steel Work. Six Illustrations, 
The Romance of Aerial Navigation. 
How to Build a Portable Photographic Studio 

AND Dark Room. Full-page Illustration, 
The Motorist's Predicament. 
Sparking Coils for Motors : How to Make and 

R E PA 1 R. Six Illustrations. 
Joints and Ornamentation in Wood- Work. Two 

Illustrations, 
Gas or Oil Motor. 
Prize Design for a Motor -Car House. Two 

Illustrations. 
Range of Wireless Telegraph. 
i-Inch Spark Coil: Model Locomotive. One 

Illustration. 
Accessories for Wireless Telegraph. 
Small Electric Light Installation. 
Small Electro-Plating. 



AH the back numbers are in print and may be obtained through any Newsagent or BookstaU, or from 
GUILBERT PITMAN, CECIL COURT, CHARING CROSS ROAD, LONDON, W.C. 
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" r^e Fatuf€ of Bectricity ts Absolutely beyond the I?eaims of Jm^gm^tion. " 

Pfof^sor J, A. FLEMING. 

JUST PUBLISHED. Price 1/6 nei. 

£a Crown 8?o, Bttong Cloth Blndlnir, 7i tod. bf 5 Ins. IUuBtr&t«d bj SO cnxtfttll? tir«|»£«d 
explanatory diagrams, drawn oipr«BBly for Iho work by J. a WOOLnTT^ formerlj Editor of 
*' Amateur Work/" 

BOTTONES 

AMATEUR ELECTRICIAN'S WORKSHOP. 

(Rcprrntcd from ''THE YOUNG ENGINEER.*') 
k Haodbook of Practical Inttructlon In the maJilnl qf Ulteirltml MMtali and AppLLano^i. 

By S. E, BOTTONR 

Sam^ttm^ Pfo/Mjor of itectrkity and tiuffrtetfam at the C&rthaltoft Sckoei for CadaU ; §tt Tkt iutituU B*nim% 
Notsara ; attd at The CaUtglo det Carmhet Turin, 

SO much inieresl has been shown by all amal^^iirs in the construction of electrical apiiaralus, more 
especially t>y those who cannot com man d a wtU fitted workshop with unlimited tools, that iit> 
other moTTve need be assigned in pbLnni,^ this work before them^ than a cordial desire to o^ist 
such- All the appliances have been actually made by the ^mthor himiitlf, have been found to work 
satisfactorily^ and their construction is well wiihin the grasp of the ordinary amateur; while the 
material Is art not by any means eJttxnsivc. The thorough practfcal knowledge of the science of 
electricity and magnetism possessed by the author has rendered his name a household word among 
all students who use the Anglo-Saxon language. Conjoined to this, his intimate acquAtntance wilh tW 
requirements of amateurs \^ a guaraniee of success to thojie who attempt to make, according to bis^ 
directions, the appliances descrilied in the "Amateur Electrician 'i Worksiiop.'' 

A parent wishing to make a present to his son* es|>ecial]y If it fje desired to developjin bim a. 
taste for electrical knowledge, and lo culuvaie s<jme s^ieciality a^ a hohb)% cannot do belter than buy 
Mm this work. The important i>art whicb Klectricity is to play in the industrial progress of the world 
is now fully recognised. 

London : GUILBERT PITMAN, Cet^U Court, Charing Cross Eoa4* W,C 
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NOW READY. Price 1/6 net. 

lUifltrated by 30 carefully pcepared explanatory 
diagrams* 

BOTTONE^ 

c/imateuf Electrician's 



Workshop* 



(Reprinted from ** TAe Young' En^neer") 

A Handbook of Practical Instruction in the making 
of Electrical Models and Appliances. 
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IN THE PRESS. Price 2 6 net. 

BOTTONPS 

Ignition Devices for 

Petrol cMotors: 

ILLUSTRATED. 

With an introductory chapter treating specially on 
Structtsral Details, Choice, and Management 

OF THE 

MOTOR CAR. 

(Reprinted from ** TAe English Mechanic'') 



LONDON: GUILBERT PITMAN, 

Cecil Court, Charing Cross Road, W.C. 

And all Booksellers. 
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VISIBLE WRITINQ-PAD-INKING. 
Saves LABOUR. Saves MONEY. 

Saves TIME. Saves BRAINS. 

Illustrated Book Free, 

WilliamsTypewritcr CoJ^ ?SISSli " 
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PRICE 6d. 

New Edition in Ordinary Type* 

How to Get 
Speed in Shorthand. 

A rich store of sound advice for acqulrinc high 
speed in Shorthand writing. 

By F. PITMAN. 

This Httle book represents the most 
advanced results of phonographic ex- 
perience, by an author whose work, 
in the highest and most exacting 
phases of professional reporting, is 
probably unique. 

Brief Synopsis : Modes of practice^Method of 
acquiring a fine touch— A suitable pen— Proper inks 
to use — The high-speed secret— Obstacles to speed— 
Nervousness—Memory— Method of work, etc., etc. 

GUILBERT PITMAN, 
Cecil Court, Cliaring Cross Road, ^.C 
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Systematic Memory; 



or. How to Make a Bad Memory Qood* 
and a Qood Memory Better. 

BY T. MACLAREIL 

Enlarged and Improved Edition. 



CompIainU are continually heard about bad memories. 
Jome have the misfortune of havine been boro wiih 
''shocking bad" memories; while others have, in their 



early years, been gifted with wonderfully good memories, 
but, by some mysterious process, have gradually lost the 
power of retaining even the most recent facts. Some, asain, 
have the rare faculty of at once, and without the slightest 
difficulty, committing to memory everything ^hty please, 
but, unfortunately, m a very few days all is entirely for- 
gotten : others, on the contrary, have veiy great diflfeujty 
m fixing anything in their minds ; but when once a thing 
is fixed, it is fixed for ever. The truth is, that mo»t persons 
do not know how to employ their memories. The faculty 
may be tolerably good, but the power of application is 
too frequently wanting. The system set forth in this 
remarkaDle work is intended to make bad memories good, 
and good memories better. 

Parents will do well to encourage 
their children to learn this science, 
which is indisputably one of the highest 
practical value. 

Students about to go up for examina- 
tion will find the system of peculiar 
assistance to them. 

Price 1/- Cloth. 
CUILBERT PrrMAN. Ceoil Couit. Chaiinq C1OS8 Rs.. W.C. 



Crown 8vo. 



(IN THE PRESS.) 
Handsomely Bound. 
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THE YOUNG JOURNALIST: 

His Work and How to Learn It 

By 
!♦ HENRY HARRIS {Parliamentary Gallery Reporter), 

OTHER writers have treated this subject, but the task which the experienced author has set himself is to 
show, How a young man with a Newspaper brain may l^ proper training become a successful 
working journalist It is frequently asked: "What qualincations a fairly-educated youth should 
possess before entering on this business ? What special training he should have ? and then, What the prospects 
are before a young man who, after years of training, shows aptitudes for becoming a successful journalist?" 
Experience is a great teacher, and these three important and practical questions are answered in this book in 
such a manner as to enable young men, and those interested in them, to judge for themselves — 

Whether Nature has given them Newspaper brains ; 

Whether they are prepared to undergo the necessary drilling in order to educate and develop them ; and 

Whether they will be satisfied with the modest rewards which journalism has to offer. 
SynopsiB of Contents :— 

Mainly for Parents — A County Newspaper Office— In the Composing Room— In the Reporters' Room- 
Newspaper Reports— Punctuation — Paragraph Writing — The Reporter at Work — The Junior's Income- 
Talks to Juniors — A Provincial Daily — Newspaper Offices — Editors and Subs. — Flimsy — Evening Editions- 
Reporting in Sections— The Descriptive Writer— London Journalism — Fleet Street — London Mornings- 
London Evenings — Law Court Reporting — Interviewing — The War Correspondent — The Shorthand Writer 
— The Gallery — Evolution of the Press — Journalism as a Profession. 

This notable work contains abundance of incident and anecdote— the chapter devoted to "classic" 
Fleet Street, "the charmed area throbbing with newspaper life," being of exceptional interest — and will 
afford many a pleasant hour to the general reader. In short, every description of the journalistic career 
which, even from an historical or picturesque point of view, has any claim lor inclusion is represented. 

All Educational Establishments should include this book in their libraries, as it is an advisory as well as 
a teaching manual. 

GUILBERT PITMAN, Cecil Court, Charing Cross Road, ^.C 
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Jin Jnvaluahk Sieferenee S^ook 

Modern . . . 
Typewriting 

AND 

Manual of Office Procedure 



BY 



ARTHUR E. MORTON, 

Author of ''Practical Handbook of 
Typewriting:." " instructions," etc 



Specially Designed for use In 

COMMERCIAL SCHOOLS, 

EVENING CONTINUATION CLASSES, 

and for SELF- INSTRUCTION. 

31 Qomplete ^uide for all typewriting examinations. 

OVER ONE HUNDRED ILLUSTRATIONS. 
Price, handsomely bound In cloth, 2/6; post free, 2/10. 

The Smith Premier Typewriter Co., 

14, GRACECHUHPI STREET, LONDON, .^t^-GoOgle 



Smitb ipremier ZTigpewriter do. 

Modern Typewriting and . . 
Manual of Office Procedure 

Is the most comprehensive work ever published with relation to 
Typewriting and General Office Procedure, and deals with these 
subjects in a thorough and practical manner. 

The contents extend to one hundred and ninety-two pages 
(9^ in. X 6^ in.), divided into twenty-nine chapters, copiously 
illustrated from photographs and drawings specially executed for 
this publication. 

The matter comprises three divisions. The first is devoted 
to instruction in the manipulation and mechanism of the typewriter, 
interspersed with general guidance in the elements of typewriting, 
and simple but comprehensive exercises. The second division 
consists of a well-arranged course of instruction in the practical 
production of typewritten work, from the simplest correspondence 
to advanced commercial matter; also literary, legal, and dramatic 
work, which demand a considerable amount of special knowledge 
for their satisfactory performance. The third part of the book 
— the Appendix — ^treats of rules for spelling, the formation of plural 
nouns, modes of address, and over one thousand abbreviations in 
constant use. 

A large amount of useful information upon all matters con- 
nected with typewriting and office procedure which is allied thereto, 
and those appliances employed as auxiliaries to the writing 
machine, is included ; so that '* Modern Typewriting " may very 
appropriately be placed with other books of reference in the office, 
study, or the copying establishment, as a handy and trustworthy 
guide, not only to general typewriting practice, but also in reference 
to postal regulations, indexing; methods of addressing personages 
of rank, etc. 

There are eighty-five exercises included in the book, many of 
them being facsimiles of tests set at the typewriting examinations 
of the Society of Arts, London Chamber of Commerce, and Union 
of Lancashire and Cheshire Institutes, while the various descrip- 
tions of typewriting display are illustrated by excellently produced 
specimens of actual work in facsimile. Carefully graded theory 
questions are introduced at the end of each chapter. 

The value of - MODERN TYPEWRITING" is greatly 
enhanced by the very superior style in which it is printed on 
art paper. 
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SHORTHAND WORLD. 

"'Modem Typewriting and Manual of Office Procedure* is a most 
thorough and out-and-out practical guide for those who have to do with the 
typewriter that we have seen, equally helpful for the novice who has just 
commenced * tip-tapping ' as for those who have been for any lengthened 
time in harness. The work is exquisitely got up, and covers a great deal 
of ground which is not usually embraced in similar publications. Thus, the 
subject of office routine, including postal information, filing of correspondence, 
card-indexing, forms of address, etc., is quite fully discussed and illustrated, 
and dealt with in a thorough and practical manner. Perhaps the most 
interesting and useful pages are those devoted to the prepared lessons and 
exercises, which are accompanied by numerous and beautifully reproduced 
facsimile specimens. We cannot attempt an extended review of Mr. Morton's 
book, and it must suffice to say that the best way of indicating its qualities 
of unusual excellence is to say that it bears on every page the hall-mark 
of thoroughness which we have come to associate with productions from the 
Smith Premier Typewriter Company." 

REPORTERS' JOURNAL. 

"An admirable book which any operator who takes an interest in his 
work will earnestly peruse and follow to his great ultimate benefit. Full 
instruction is not only given in the manipulation of the writing machine, the 
Smith Premier in particular, but there is also a wide range of office and 
cotnmercial matter dealt with in a masterly manner from which a student 
could alone obtain a sound commercial education. As a guide on the 
subject it professes to impart it surpasses anything we have hitherto seen, 
and no one could fail to make himself efficient who followed its teachings 
conscientiously. We regret we have not space available to even indicate all 
the good things which have been incorporated in the volume which are 
worthy of so great an authority as Mr. Morton, but we unhesitatingly urge 
every one who makes use of the typewriter to purchase it and make them- 
selves au courant with its contents. We should add that it is splendidly 
printed and illustrated, and the price asked for it is ridiculously small — 
indeed, it is practically a gift." 

PHONETIC JOURNAL. 

" We can give * Modern Typewriting ' no higher commendation than to 
say that any would-be operator of average intelligence, who works con- 
scientiously through the book, cannot fail to find himself at the end of the 
course thoroughly equipped for any kind of typewriting work which falls to 
his lot, and if he has been fairly industrious in using his machine, he will 
be not only a well-informed, but a thoroughly efficient operator by the time 
he has done the concluding exercises. Although we could wish that every 
student had thetopportunity of going through the course laid down in this 
work,- or something similar, we would desire to point out as distinctly as 
possible that Mr. Morton's book is extremely useful to. operators generally, 
and not merely to novices." 

THE CHAMBER OF COMMERCE JOURNAL. 

"This text-book fulfils a very useful purpose. It contains instructions, 
illustrated by diagrams, for using the typewriter, and a great deal of in- 
formation as to office procedure, which will be very useful to those about 
to enter upon a business career. The exercises given are carefully graded, 
the subjects dealt with being of a very varied character. The book will be 
particularly valuable for use in commercial schools, evening continuation 
classes, and for self-instruction, the author's experience as an examiner in 
typewriting having enabled him to select exactly the most suitable matter 
to assist students in rapidly becoming expert operators." 



gmitb ipremier ZTppewriter Co. 

ARTHUR FIELDHOUSE, Esq., 

Technical College, Huddersfield. 

"The teacher of typewriting has long been hampered in his work for 
' the want of a carefully graded text-book on the Subject. The publication of 
yoUr * Modern Typewriting and Manual of Office Procedure ' at once and 
for ever meets this want in a manner which could alone be expected from 
an expert. There may be no * royal road* to the acquisition of any art, 
but the student who does not travel by your road undoubtedly misses the 
easiest way of attaining efficiency. 

" * Modern Typewriting ' is what all text-books should be — a collection 
of practical and expert knowledge and methods, arranged by one who 
understands the principles and practice of teaching. It is impossible to 
speak too highly of the arrangement and quality of the book in every respect. 
The printing, illustrations, examples, and exercises are as perfect as modern 
methods can turn out. The excellence of the whole work is bound to 
ensure its great success." 

JOHN S. HOpTON, Esq., 

Principal, Business Training School, Regent Street Polytechnic, London, W* 

"Whether as a reference book for typists who have already mastered 
the intricacies of their profession, or as a text-book for those who seek to 
qualify themselves for that position, * Modern Typewriting * fulfils every 
requirement, and I must congratulate you on the production of a work of 
which the extent and variety of the subject is so well combined with lucidity 
and conciseness, and of whose real educational value there can be no doubt. 

" A thorough acquaintance with the typewriter, the cultivation of evenness 
and beauty of touch, and the accurate and artistic display of work, preparation 
for situations where technical and special qualifications are necessary, and 
familiarity with the forms and usages of commerce, the various means of 
duplication of such work, and what is at least equal in value to any of these, 
A knowledge of the eccentricities of the spelling and formation of English 
and current foreign words, and of abbreviations in common use, business 
correspondence, punctuation, postal information — all of these must come 
within the curriculum of an up-to-date school for the preparation of typists 
and others for commercial life ; and I can only say that every possible case 
appears to me to be provided for in 'Modern Typewriting and Manual of 
Office Procedure,' and I think it will be an immense aid to all who go 
through its pages, whether teacher or pupil. The facsimiles of papers set at 
previous examinations by the Society of Arts, London Chamber of Commerce, 
etc., render the work particularly useful to students desirous of obtaining the 
certificates of those bodies. 

"The book is printed in excellent style and taste, in a binding strong 
and durable, and published at a price sufficiently low to place it within the 
reach of all desirous to avail themselves of the benefits it offers." 

Miss E. FREES, F.I.P.S. (Honours), 

Mercantile School of Shorthand and Typewriting, London, W. 

" * Modern Typewriting and Manual of Office Procedure * is far superior 
to any book hitherto published, both in comprehensiveness and method. 
It will assist teachers materially, both in preparing students for business life 
and for examinations.'* 

The Smith Premier Typewriter Co., 

.4. QRACECHURCH STREET. LONDON, grg^ed byGoOgk 



;>^ 



[w.tL T^y «m»^* mwTi^w ^THE SHORTHAND WORU)| » ^*^" wit w c TowfttiTwiaf 



Modern Typewriting and 
Manual of Office Procedure^ 

By ARTHUR E. MORTON. 



^T^HIS is the most comprehensive work 
^ published relating to Typewriting 
and general Office Procedure, and is in- 
dispensable alike for use in class or at 
home, forming a complete guide to all 
Typewriting Examinations. 

The contents extend over 192 pages. 
It is copiously illustrated from specially- 
executed photographs and drawings, also 
by a large number of reproductions of 
facsimile plates illustrating almost every 
form of typewriting work. The illustra- 
tions include facsimiles of tests set at the 
Examinations of the Society of Arts, 
London Chamber of Commerce, and Union 
of Lancashire and Cheshire Institutes. 
Graded Theory Questions are introduced 
at the end of each chapter. 



Brief Summars ot Contents : 

General Use of the Typewritet ; Ma- 
niptslation of the Keyboard — Touch 
System; Ribbon Movement and Rib- 
bons; G>rrections; Line and Margfinal 
Spadns: and Parasfraphms: $ Punctu- 
ation; Styles of Type; Display and 
Centring of Headlines; Gu:e of 
Machine ; Ordinary and Special Key- 
boards; Gtpitals; Official and G>m- 
mercial Correspondence ; Envelope 
Addressing:; Postal Information; 
Letter Filing:; Press-C>pying: ; Index- 
ing:; Manifolding:; Tabular Work; 
Arrang:ement of Verse; Joint Stock 
Documents; Specifications; Bills of 
Quantities ; Leg:al and Dramatic 
Work; Ornamental Borders; Rules 
for Spelling:; Forms of Address; Ab- 
breviations* 

Price 28, 6cL net ; post free 2s. lOd. 

London : 

THB SMITH PREMIER TTPEWRITSR CO., 

M, OnoMharch Btroot, B.O. ; and 

alio from OUILBBRT PITMAN, 

OeoU Conrt, Caa.lng Qrou Road, W.C. 
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It's better to spend 
hslf^s-guines well 
t6an Lalf-s-crowA 
on an experiment 
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Fountain Pens 




ARE PROVED 
THE BEST. 



9hiees: 
10/6, 16/6, 
25/. to 
JULO. 



9ostage 
free. 



i 

^ Sold 
f by 
all 
fi' Stfttioners 

i 

i- GUARANTEED, 
SEE CATALOGUE 
SENT FREE, 

No more steel 

pens, dirty ink 

pots, pen wipers, 

rusty holders. 



Mabie, Todd ff Bard, 
Odp Ohsapsldo, London, E.O. 

95«» Regent St-,W.; 3, Exchange St , 
Manchester ; and 37, Ave. de I'Opera, Paris. 



For use in the Office. 




The ^THIN RED LINE^ 

SHORTHAND NOTE-BODIL 

200 pages. Price 6d. 

Do you want a really first-class note-book at a reasonable 
price ? If so, the " Thin Red Line " Notebook will, we 
think, be found worthy of special attention. The size is 
S ins. by 5 ins., elastic bound (opening flat), the paper being 
a substantial cream-laid, bearing a pleasant surface to write 
>ipon, and is strongly bound. Ruled in red lines, especially 
suitable for note-taking in electric or gas light. Is acknow- 
ledged by all as '* the best in the market. A very liberal 
disa>unt on six or more copies. Sample copy, post free, 6d. 

The "Q« P*" 
SHORTHAND NOTE-BOOIL 

No. 1.— 80 pages, Id. 

The "0. P." 

SHORTHAND NOT^-BOOIL 

No. 2.— 160 pages, 2d. 
is. worth, assorted, sent post fines. 

London: QUILBERT PITMAN, 
CECIL covsT, chabhtg cross BOAD, W.C. 
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A JEWEL »/ A PEN. 




It has no equal for lytrfect flow, being fitted with Duplex 
Feed and 14-carat Gold Nib. Fine, broad, or medium. 
Complete, St. ; mounted, 7S. 6d. ; No. 6, extra large. Us. 6d. 

Tbe '*Caltoll** is the simplest style pen, and is always 
ready. Complete for Ss. ; mounted, St. 

JEWEL PEN CO., 102, Fenchuroh St., London, E.G. 
Aii MndM repaired. 

20tb Century Commerdal Ubrwy. 

All the best Shorthand, Typewriting, French, 
German, Spanish, and Commercial Handbooks by 
the leading Authors, available for the use of members. 
Small subscription. Full particulars on receipt of 
stamp.^]. H. Simmons, a, Rokeby Road, Brockley, 
London, S.E. 

\* Liberai dUeount la allowed to Teachers and othe'v 
introduoing ''The Shorthand World," or acting as 
Agents.— Order Forms and full particulars may be 
had post free on application. 

The only way to tell whether you can write 
quicker wItK a 

GUILBERT PITMAN SHORTHAND PEH, 

18 TO TRY ONE. 



LONGS, LTD., 

45 Moopgrate St., E.C. 

BUY, SBLL or BXCHANOB 

CTCItES aad TTPKWBITSBS. 

(ALL MAKES). 

Qieap 

REPAIRS 

a 

Speciality. 

Hn Hppredation of 

GUILBERT PITMAN'S 

SHORTHAND PENCILS. 

"While it 18 possible to procure a 'Qui/bert 
Pitman' Siiorthcmd Pencil, I will not use 
other makes. Am recommending them to 
my phonographic friends, who pronounce 
them EXCELLENT." 

A. E. STAN BROOK, Andover 




Id. and 2d. each. 
1/- per doz. ; sample of six, 7d« ; three, 4d» 

AND 

2/- per doz. ; sample of six, 1 /• ; three, 7d* 



8{iKe {t8 foimdation in 1887^ 

KENSINGTON COLLEGE 

OF OOMMEROIAL EDUCATION 

HAS SUSTAINED ITS UNIQUE AND UNBROKEN RECORD OF HAVING PROVIDED A 

SATISFACTORY APPOINTMENT for EVERY STUDENT. 

Dlreeton :- JAMBS KUHFOBD, Fint Fellow ir.P.B., Pioneer of Hodern BdioOli for Comimirafaa 
Eduoatlon, late Vloe-PreeideBt of tlie 8oelet7 of Uiaoiiuited Teeolien of ?li0D0i7«9li7, 

Holder of tbe ir.P«8. IMplonui, uid other Certlflcatee. 

OUUBBBT PimAM, nret Fellow V.P.8.. Vephewof tlie late Sir luao Pttmui, and late 

Kanager to Sir Isaac Pitman * Bona, Ltd. 



Lady Su peri ntbndbnts. — Mrs. Mnnford and the 
Misses Munford. 

Thb Staff.— The SufTconnstsof the most experienced 
and able teachers in the metropolis. 

Subjects. — Shorthand, Typewriting, Book-keeping, 
Business Training, Secretarial and Commercial 0>rres> 
nndenoe, Modem LangiMges on the Gouin System, 
English to Foreigners, Preparation for Electrical and 
Engineering Colleges, Prelim. Law, Prelim. Medical, etc. 

SPECIAL FEATURES. 

This old-establiiibed College provides, for the sons and 
danghters of gentlemen careful as to surroundings and 
associations, a thoroui^h and practical training for 
Commercial and Secretarial Appointments 

Ladies.— There is an entirely separate Divirion for ladies. 



Sir Isaac Pitman.— This was tbe favourite school of 
the late Sir Isaac Pitman. 

MoDBL Office.- I'he Model Of&ce attached to the 
College is fitted with all the reauisites of a Merdiant's 
Business Office, namely: Clerics' desks, typewriters, 
copying press, mimeogrsph, letter-filing devices, card 
indexing, letter books, postal and account books, ete. 

Situation.— The College is sitttated in the^ healthiest 
and mo5t fashionable quarter of London, and is of easy 
access from all parts, being close to the Queen's Road 
Railway Sution (Inner CtrcleX to the Queen's Road 
Railway Station (Electric), and to the Royal Oak Raihray 
Station (MctropolitanX and to Westboume Grov«. 

Special attention b devoted to backward and diflfeolt boys. 

Residential Collbgk.— Lady Superintendents, Mis. 
Munfoid and the Misses Munford. 



For Prospectus and particulars 0/ the IBORBTAEULL TRAIVIIO COURSE, and the SPBOIJLL OITT OOURSB, 
comprising a thorough training nnder the direct personal supervinon of Mr. Munfoid, of long and varied 
City and Secretarial experience, apply to— 
The SECRETARY, Kensincton College, 143-146. Queen's Road, BaytwaUr, W. (next Whltetaiy*e) : 
MiM MUNFORD, Regent Houoe, 23da. Regent Street. W. ; or to 
Mr. GUILBERT PITMAN, Cecil Court. Channg CroM Road. W.C. 
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The T^in Arts : A Typists' Section of the I.RS, 



THE evident determination of the 
Incorporated Phonographic Society 
to institute a Typists* Section of 
that Society, with entrance examinations, 
teachers* examinations, and district organi- 
zations, throughout the country, and the 
large amount of enthusiasm with which 
the project has been greeted by those con- ' 
cemed, show that it is now pretty generally 
recognised that the time has gone when the 
two subjects could be kept apart. It has 
become the fashion to call them " twin arts," 
though the fact that one of them is very, 
very many years older than the other, has 
^ven superior people with a strong bent for 
sarcasm an opportunity not to be missed, 
for exposing the weakness of the claim to 
twinship. Driven into a comer by a satirical 
scoffer at the conventional description of the 
two arts, a lady typist declared at a public 
meeting that if shorthand and typewriting 
were not yet twins, they soon would be I 
And extraordinary as the prophecy seemed 
to prosaic souls, who can only interpret 
literally, it was in a true sense an eminently 
sane and rational proposition. 

Shorthand and typewriting are more and 
more tending to develop together. The 
shorthand writer is more and more required 
to be a typist also ; and the typist who is un- 
able to write shorthand is often spoken of as 
a mere copyist. Teachers of shorthand find 
that they are required to teach typewriting, 
and shorthand schools everywhere give in- 
struction in both subjects. 

Shorthand writers in America were among 
the very first people to utilize the writing 
machine. More than thirty years ago a 
transcript made on the typewriter and used 
in a Court of Justice in the States, provoked 
comments that attracted public attention 
to the practicability of the new mechanical 
** writer." In this country, too, a well-known 
shorthand writer, Mr. Ebenezer Howard, 
pioneer and promoter of the popular " Gar- 
den City" movement, was one of the first 
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persons to introduce the typewriter into use. 
Those who were present at the International 
Shorthand Congress in London fifteen years 
ago will remember the evening sitting at 
which — after Mr. Howard's paper settmg 
forth the claims and advantages of the writ- 
in^ machine — a crowded audience watched 
with intense and surprised interest the per- 
formances on a Remington of a skilled lady 
operator, brought specially from New York 
to illustrate the capacity of the instrument. 
And the criticisms that followed her feat — 
how simple and naive they seem as we read 
them to-day ! We are so familiar with the 
" click, click " of the machine that we can 
hardly realize the mental condition of those 
who looked upon it with feelings not far 
removed from scepticism so recently as 
fifteen years ago. 

We have passed through a revolution in 
thought since then, and typewriting is now 
actually in danger from its very popularity. 
The subject is being taught by teachers 
whose unfitness to give instruction in it is 
obvious to ever>' expert, and it is being 
learned — or attempted to be learned— by 
large numbers of young people whose 
slender educational attainments make it 
impossible for them to turn out work, that 
is of any value. From these two facts 
several evils flow. Bad teaching floods 
the world with ill-trained typists; inferior 
education brings into the market swarms 
of incompetent operators ; bad workman- 
ship leads to low wages ; and low wages 
tend to discourage the well-educated, who 
really are wanted for the work, from entering 
the field. 

In these circumstances, strenuous efforts 
are needed to organize the competent among 
teachers and operators, and to weed out the 
incompetent ; and it is not surprising that 
typists noticing the conspicuous success of 
the Incorporated Phonographic Society in 
raising the standard of teaching ability as 
regards shorthand, should evince a keen 
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desire to see the same Society take in hand 
the business of raising the standard in type- 
writing. The undertaking is a large one, 
and its complete and effectual accomplish- 
ment will be the work of years. But if it be 
taken in hand in a thoroughly practical and 
business-like manner, and pressed forward 
steadily and unceasingly as long as may be 
necessary, there are no difficulties in the 
way that can be regarded as insuperable. 
It is easy to exaggerate the qualifications 
essential for those who would become efficient 
manipulators of the writing machine, and 
some of the assertions that well-meaning 
ladies have occasionally allowed themselves 
to make on the subject have been ridiculous. 
It is not necessary that the average typist 
should be able to read any illegible scrawl 
written in any language — dead or living — 
or be able at a minute's notice to give a 
lucid and perfect explanation of any tech- 
nicality employed in any modem business. 
It is not necessary that the average typist 
should possess the attainments of a senior 
wrangler, or have at her finger's ends the 
entire contents of the " Encyclopaedia Brit- 
annica." Other people find it necessary to 
consult works of reference, and it is not very 
evident why uncertainty on an out-of-the-way 
point should be deplored as if it were an un- 
utterable and soul-destroying crime on the 
part of the typist Let us have a little 
common-sense in this matter. Critics who 
rave hysterically concerning the absence of 
omniscience on the part of a youthful typist 
prove only their own plentiful lack of know- 
ledge. 

But there is a minimum of skill and 
attainment that is indispensable to those 
who would become typists worthy of the 
name, and it is important that any Society 
that sets itself the task of organizing the 
operators of the writing machine should 
keep that fact well in mind. Dr. Cobb, who 
began a few months ago by championing 
the cause of the overworked and underpaid 
typist against the selfish thoughtlessness 
of inconsiderate employers, has come, after 
fuller investigation of facts, to warn parents 
against the danger of letting their daughters 
take to typing for a living unless they are 
first equipped with a good general educa- 
tion. Mrs. Fen wick Miller, who has also been 
investigating the condition of the typist. 



descends more into details. She has been 
telling girls that they must start with a g^ood 
knowledge of English, both in grammar and 
spelling, a certain nimbleness of finger, and 
a great sense of orderliness and thoroug^h- 
ness. The women who are failures at the 
work are those who do not possess these 
essentials. They begin — so affirms this 
determined advocate of women's interests — 
with the happy-go-lucky idea that type- 
writing can be learnt with a few weeks' 
practice, and that shorthand can be picked 
up in much the same time. A few lessons 
in shorthand tak^n in the evening from a 
tired clerk, not necessarily himself efficient, 
and a few hours spent in learning the' where- 
abouts of the various letters on the key^board 
of the machine — and a new "typist" lets 
herself loose on the world ! She can't spell ; 
she doesn't know how to form a sentence ; 
she writes a crude, elementary style of 
shorthand ; every transcript that she makes 
contains the most childish blunders. The 
kindest thing that could happen to her 
would be that some authority, whose verdict 
she would be compelled to accept as final, 
should say gently but firmly to her, " There 
is no room in the typewriting profession for 
you in your present benighted condition of 
duncedom. Seek a living elsewhere ; but 
don't intrude where you are bound to be a 
ver>' sorry failure." A society that will say 
this kind of thing pertinaciously wherever 
and whenever it obviously needs saying, will 
be doing an incalculable service to every- 
body. 

But it is not only the incompetent ojjerator 
who will have to be dealt with. There is 
the equally inefficient teacher. An intense 
longing seems to have seized on large num- 
bers of uneducated people to undertake the 
education of others. Examiners' reports 
show year after year that candidates for 
certificates of capacity to teach are them- 
selves guilty of almost incredible blunders. 
They will mis-spell the commonest and 
most familiar words ; invent combinations 
of letters that convey no meaning to thern- 
selves or to anybody else ; and write calmly, 
and hand in to the examiners the veriest 
nonsense that ever was concocted. 

If the Incorporated Phonographic Society' 
can make " teachers " of this type understand 
that whether it be shorthand or typewriting 
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that they desire to impart to others, a little 
preliminary training of an elementary char- 
acter is absolutely necessary, the Society will 
be doing good work. The strange craze for 
teaching what you don*t know yourself needs 
extirpation. In addition to knowledge of 
the subject, there is the other requisite- 
possession of real teaching capacity, which 
is very far from common. For success with 
shorthand and with typewriting, the same 
basis of sound general knowledge is needed, 
and the same complete mastery of the subject 
is indispensable. For success in teaching 
both, so that one's pupils may reflect credit 
on their instructor, the same thorough know- 
ledge, and the same teaching capacity, are 
called for. If both arts are taught efficiently 
by the same skilled teachers and are studied 
by the same well-educated pupils, we shall 
be able to demand from the public greater 
respect for shorthand and typewriting alike. 
The typewriter and not the pen is the 
transcribing apparatus of the future, and 
the two arts have got to develop — not 
merely side by side, but as two branches 
of one accomplishment. When this is fully 
realized, they will become, notwithstanding 
our verbal pedants, twin arts in a very real 
and significant sense, t^j. Onlooker. 

Typists and Typewriter Giris. 

AT a first glance, and to many people, 
these two may seem analagous. The 
purpose of this article, however, is to 
•demonstrate that they materially differ — that 
the one class it has become almost an im- 
possibility to do without ; while the sooner 
the other is rooted out never to reappear, the 
better for themselves and for the community 
at large. 

Take the " typists " first — and here I would 
mention that female typists only are in- 
tended. Let us look at a word-picture of a 
"** typist." A girl, trim in her dress almost 
to severity when about her business, yet able 
and willing after office hours to blossom out 
into such daintiness that removes at once the 
•charge of " manishness." A girl, quiet, lady- 
like—who knows when to speak and when to 
hold her peace — quick, not brusque, tactful, 
jesourceful, ready always with a helping 



hand and a pleasant word, without fear of 
lowering herself in the eyes of her fellow- 
workers ; with the quiet dignity born of edu- 
cation—not the silent reserve maintained to 
avoid possible undesirable intimacy, and to 
keep herself "select." This girl takes a 
pride in her work, and does it well, believing 
it right to do all things "with her might" 
She is punctual and methodical ; both in her 
shorthand and her typewritten transcript she 
is correct ; and, above all, in everything she 
does she brings to bear the power of a more 
or less cultivated mind. She is no " mere 
machine " — a fact soon discovered and appre- 
ciated by any employer. She is by no means 
a paragon of perfection, but having brains, 
and, what is more, being willing to use them, 
she makes the best of her ability, mastering 
without much difficulty the technicalities of 
whatever work she is specially engaged in. 
Once start the typist on her professional 
career and given good health, her success is 
assured, and she will soon earn something 
more than a living wage ; for " typists " are 
not amongst us in the numbers that some 
people would have us believe. No self- 
respecting " typist " will work for less ; hav- 
ing generally some thought for her sisters 
in the profession, she will not strive to lower 
the rate of pay because she can afford to use 
her earnings as pocket-money merely. Per- 
chance more ofcen than not she is helping to 
keep a home together, if not entirely sup- 
porting some relative as well as herself upon 
her salary. 

Now as to the " typewriter girl." This is 
a "young lady" (she would resent being 
called "a girl"). There is none of the 
severe dress of the " typist " here ; " young 
ladies" must have an amplitude of laces, 
bows, chains, and rings. Her hair is much 
befrizzed — or, as I should prefer to call it, 
"towzled" — and, according to the present 
style of hair-dressing, the "young lady" 
should appear to be earless, her auricular 
organs being as carefully concealed as those 
of poultry usually appear to be. There is a 
tinkle as slie walks, caused by the gentle 
rattle of her numerous chains, and with her 
goes the strong perfume of violet — without 
the modesty of that lowly flower. 

Her spelling she varies as she does her laces 
and bows, and it is quite as fearful and won- 
derful. Her general knowledge is likewise 
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beyond compare, and one may learn new and 
strange things both from her copy and her 
transcript. She cares not if she earn a living 
wage or " sweating pay," as she usually lives 
at home with a hard-working father and 
mother, who are amazed at having a daughter 
so much more advanced and clever than 
themselves, and think it wonderful that such 
genius should condescend to earn a few 
shillings to spend upon her own personal 
adornment when they are willing to give her 
of their best. At the same time, they do 
consider that she should do something in the 
way of work until such time as some (to 
them) wealthy and desirable young man 
should woo and wed her. To this class of 
people typewriting is, as I heard a lady re- 
mark the other day, ** genteel " ; and no 
matter that she herself is vaguely conscious 
that her work is unsatisfactory, " it will do ' 
— as all girls of her genus think of all their 
work, however poor it may be. No matter 
that she finds many things that puzzle her in 
the clerical world, she "does not trouble" 
to enquire what they mean — she'll muddle 
on somehow ! That she is not earning the 
wage of an office boy does not disturb her 
ladyship ; she is " a young lady," and 
argues that so long as she earns enough 
for buns and ices she needn't work more than 
she is obliged "to— and it was rather dull at 
home, to say nothing of the delights of the 
latchkey life, and the freedom from the "irk- 
some" restraint of her elder sisters. 

We know the latter " young lady " ; she 
is much more familiar to us all than is the 
" typist," more's the pity. We all know the 
harm she does the profession by her ignor- 
ance and her acceptance of starvation pay. 

Now comes the question. How to weed 
out these specimens from the profession ? 
The cleansing must, of necessity, take a con- 
siderable time, but it can be done if teachers of 
shorthand and typewriting, the principals of 
Copying Offices and Training Schools, mem- 
bers of the National Union of Typists, will 
put their shoulders to the wheel. It is worth 
some sacrifice for the sake of lady typists in 
reality, who desire to earn a living wage, 
and who have in most cases to support them- 
selves if not others in addition, and especially 
for those who have spent all the early years 
of their life in assimilating at school or under 
competent teachers the knowledge which a 



"typewriter girl" desires to have crammed 
into her head in a few months. If all Type- 
writing Offices and Training Schools would 
insist upon prospective students passing a 
fairly easy entrance examination in the 
three R's, with history and geography,, 
before they commenced their course of in- 
struction in shorthand and typewriting, a 
great change would be evident in a very^ 
short space of time. It will be a struggle to 
get this done, but it is an object worth strug- 
'gling for. Can we set the example, some of 
us, and try it? Many of the better-class 
offices already refuse on any terms to take 
as pupils girls whose general education has 
been neglected. "Excellence." 



Literature in a Hurry* 

By ARTHUR VIZETELLY^ 

{Concluded.) 

Mr. Andrew Lang has recently had some« 
thing to say about proof-readers and their 
little ways. " I take up a paper devoted en- 
tirely to literature, a weekly literary paper^ 
I find an author complaining that, in his last 
week's essay or letter, he wrote * the tortures 
of their prisoners,' and, lo, he finds in print 
*the futuies of their prisoners.' He wrote 

* there is truth in the converse * of a certain 
proposition, but he reads in print * there is 
truth in the universe*; and for that, he says,. 

* he would not like to vouch without further 
investigation.' Now, the compositor, accus- 
tomed to reading the most singular state- 
ments, never blanched at the remark that 

* there is truth in the universe.' Doubtless- 
there is, as a matter of fact. But an editor,, 
or a proof-reader, ought to have seen that 
the large generalisation about the existence 
of truth in the universe did not make sense^. 
and he ought to have * seen copy * if he coulA 
not conjecture the real reading. Once I 
quoted, in a daily paper, long ago, Mr. 
Browning's *Just for a handful of silver he 
left us.' This appeared in public as * Just for 
a handle of silver he left us.* I complained 
to the gentleman who was doing editorial 
duty ; I said everybody knew that quotation^ 
and that * handle of silver' was not sense.. 
He said that he did not know the quotation^ 
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and that he did not expect sense from Mr. 
Browning. In fact, the quotation being non- 
sense as it stood, no doubt he took that for 
proof that, as it was from Browning, it was 
correctly printed. But even the best-informed 
proof-reader," added Mr. Lang, " may carry 
emendation too far, as in the case of the 
intelligent member of the fraternity who 
altered * a plain covered with erratic blocks ' 
into * a plain covered with erotic blacks.' " 

A correspondent having been sent by his 
paper to Tours, availed himself of the occa- 
sion to visit the house in the Rue Royale 
where Balzac was born ; and, finding it 
tenanted by a dentist, had a decaying molar, 
which was troubling him, extracted there. 
In alluding to the circumstance, he wrote : 
" I had a tooth drawn where Balzac cut his.'» 
An intelligent compositor fancied he had de- 
tected an omission, and kindly resolved to 
supply it, so that on publication the passage 
read : " I had a tooth drawn where Balzac 
cut his throat." 

When the foreman printer of a provincial 
journal entered the editorial sanctum for more 
copy and caught sight of the editor's damaged 
nose, swollen forehead, puffed red eyes, and tat- 
tered dusty coat, he sympathetically inquired, 
" Whatever is the matter, sir ? Have you 
fallen downstairs ?" " No— only that," replied 
the editor, pointing with his finger to a para- 
graph in that day's issue. " It's in our ac- 
count of the Crawley-Smith wedding, which 
ought to read, * Miss Smith's dimpled, shining 
face formed a pleasing contrast with Mr. 
Crawley's strong, bold physiognomy.' But 
see how it has been printed." And the fore- 
man read : " Miss Smith's pimpled, skinny 
face formed a pleasing contrast with Mr. 
Crawley's stony, bald physiognomy." " Craw- 
ley has just been here," continued the editor, 
throwing a blood-streaked handkerchief in 
the waste-paper basket and taking a clean 

one from his pocket, " and he But just 

send that idiot of a proof-reader here ; there's 
fight left in me yet ! " 

It is not, however, always the fault of the 
compositor or proof-reader, for some journal- 
ists are the despair of printers in the matter 
of their handwriting. Such a one was Dr. 
Kuyper, the Dutch premier, before he left 
journalism for an official position under the 
Government. Only two or three men were 
able, from use, to make out his hieroglyphics. 



and when he entered on his official duties he 
had to obtain the transfer of his quondam 
decipherers to the National Printing Office 
in order to overcome the difficulty. 

Another provincial editor once had a rather 
bad quarter of an hour also, when the late 
Sir Henry Havelock-AUan rode one day into 
Darlington, Yorkshire, which was close to his 
country seat, and sent a boy up to the gentle- 
man who was responsible for the local news- 
paper, asking him to come down to the street 
to speak to him for a few minutes, as he 
could not leave his horse. The boy came 
back with the message that the editor was 
busy, and could not come down. Sir Henr>', 
therefore, rode up two flights of stairs into 
the editor's room, spoke to him from the 
horse's back, expressed his regret at having 
to bring his horse up, and, having finished 
the interview, he rode around the editor's 
table and back again into the street The 
horse tumbled things about a good deal in 
the room, and the editor had to dance about 
out of his way, and he always came down 
after that whenever Sir Henry went to see 
him mounted. 

But more often than not it is the editor 
who scores, as in the following story of the 
mild answer not likely to turn away wrath. 
Two gentlemen had attended a temperance 
meeting, and, returning home by a dark and 
narrow lane, had been thrown out of their 
conveyance. The incident was reported in 
the local paper, and the account closed with 
the words : " Fortunately, both men were 
sober." The editor received an angry letter 
from one of the gentlemen concerned, with a 
request for an apology. He was equal to the 
occasion. " In our account of the unfortunate 

accident to Messrs. ," wrote the 

editor, " we stated that fortunately both men 
were sober. It appears this statement has 
given great offence. We therefore beg to 
withdraw it." 

" We cultivate literature on a little oat- 
meal," Sydney Smith once remarked ; it is 
also occasionally done on a plentiful supply 
of whisky. Before the days when telegraph- 
ing was brought to its present slate of per- 
fection, the editor of one of the large provin- 
cial dailies sent a man over to Ireland to 
report an important speech. He was a very 
fine reporter, and it was arranged that he 
should return on the Sunday afternoon, and 
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write out his notes on the Sunday evening, 
so that the paper should come out with the 
report on the Monday morning. The pro- 
gramme was carried out up to the point of 
the return of the reporter to the office, where 
he arrived punctually to time and sober as a 
judge ; but when he sat down to his work 
and attempted to write out his notes he was 
utterly unable to make any sense of them. 
The editor was in despair and raved about 
the office, for try as they would no one in the 
place could decipher the notes ; and it ap- 
peared as if nothing could be done, when 
suddenly one of the staff had a brilliant idea. 
The man must have been intoxicated when 
he took the speech, and perhaps if he were 
put into a similar condition again he might 
be able to unravel it. The remedy was a 
desperate one ; but as nothing better offered, 
it was promptly tried, and with the happiest 
results. As soon as the veteran reporter 
began to get thick in his voice and, appar- 
ently, by no means clear in his ideas, he 
wrote out the whole of the speech without 
the least difficulty, and it appeared in due 
course the next morning. 

The journalist, in his anxiety to serve the 
public, is up to all sorts of expedients, and 
often has some unpleasant experiences. The 
following one has its humorous side. Last 
year the Kaiser was travelling one day from 
Potsdam by train, and was talking on all sorts 
of subjects, when of a sudden the presence in 
the saloon of an individual in the guise of a 
servant of the Imperial household caused the 
conversation to cease abruptly. A horrible 
suspicion as to the boncL-fides of the servant 
flashed across the mind of the Emperor's 
secretary, who, on interrogating the man, 
discovered that he was a reporter who had 
adopted the role of a lackey in order to be 
able to publish some of the Emperor's say- 
ings. The train was stopped at a lonely spot, 
and the reporter was dropped, with a walk 
of ten miles to the next station before him. 

Another correspondent who assumed the 
garb of a flunkey met with better success. 
It was at the time the late Czar lay dying. 
An enterprising Berlin newspaper was able 
to publish the news of the death shortly after 
the monarch had breathed his last, thanks 
to its correspondent, who was an actual 
attendant in the sick room. He left the 
room the moment the doctors announced 



the death, and managed to get througrh a 
seemingly ordinary message : " Please send 
my change of linen ; I am running short " — 
which was well understood at headquarters — 
only a few minutes before all the telegraph 
offices were officially closed. The paper in 
Berlin came out with an extra special, and 
the world at large was thus at once informed 
of the fact of the death, which it had been 
intended to keep secret for some days. 

Another train adventure was one which 
befell G. A. Sala in 1875, when travellings in 
the royal train in Spain shortly after the 
accession of Alfonso XII. It was the depth 
of winter and freezing hard, and his Majesty 
having commanded the correspondent to 
breakfast, the latter was horrified to find 
that the water in his sleeping-car was frozen, 
and that there was no possibility for him to 
wash himself. Being, however, a man of 
resource, he fell back upon a Salamanca 
wax-candle, which he rolled backwards and 
forwards over his face and hands, thereby- 
removing the dirt, but at the same time 
enduing the skin with a slight veneer of wax. 
The usual smoking followed the breakfast, 
and the temperature grew warmer and 
warmer, until "tears such as tender fathers 
shed" began to trickle down the special's 
face — the thin veneer of wax had melted. 
On another occasion, a gala day at the 
Crystal Palace, being suddenly rushed off 
to dine with some important personage at a 
moment's notice, G. A. S. was still equal to 
the occasion, and, securing a Vienna roll 
practically washed his hands with the bread 
under the table-cloth. 
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The series of papers by Mr. S. R. Bottone, 
published in book form as "The Amateur 
Electrician's Workshop," seem to be as popu- 
lar in their new dress as when first issued 
in serial form in the pages of THE Young 
Engineer. 

The First Edition of One Thousand Copies 
was sold out on the day of publication. 
Another still larger edition is being prepared 
with all possible speed, and will be ready 
by the time these words are in print. There 
will, therefore, be no delay whatsoever in 
supplying sufficient copies to satisfy the ever- 
increasing demand. 
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The Doings of Philip Macraig, Phonographer. 

By GEORGE E. CDLUNS, 

IV.— A CONTRAVENTION OF COUNTERFEITERS. 
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MR. MARCONI RECEIVING THE SIGNALS AT NEWFOn>iL>LAM>. 






^.. .^. "^ 






Digitized by 



Google 



240 



THE SHORTHAND VORLD 


















^as-^^^^K^*^ 



Language^ 






-•v^ .:. 



.V- e-.r--^.>' ; ^ -^-.^ vr , - .^-x \..?... >:..-:. 



^ VI 






^ 



Digitized by 



Google 



— -n 

AND IMPERIAL TYPIST. 241 



'^Perpetual Motion/^ 

• ^-•^o_^'L\l 'HvW^'^ \^3\_^ flr-|, .^^ ^^'X. 

>i"'^Q, .11, ■^.^,/4.:r^.(^'«^-^i:::-^,.^a-<^_^ 

:.- r p --^, . i^^ ^ _ '.^.^_ ,^_^ ^ .1 ) x. 









Digitized by 



Google 



242 



THE SHORTHAND WORLD 












»^ ^-1 >p. t^'/'i .d^^ ^_|\^x 4 r\'''^v-^ 



j, ^:~-\\'"\^^-^^v 



* c^ 



Digitized by 



Google 



AND IMPERIAL TYPIST. 



24a 



Diary of the Month* •^ 
ji j» jK 

The Rt. Hon. Professor MAX MULLER 

died at Oxford on the 28th October, 1900. 
He was bom at Dessau, Germany, on De- 
cember 6th, 1823, the only son of the poet 
Wilhelm Muller, and was educated at the 
University of Leipzig. It was here that he 
first became acquainted with Sanskrit, and 
laid the foundation of his enthusiasm for the 
ancient literature of our Indian Empire, of 
which he was destined to become such a 
brilliant exponent. First became associated 
with the Spelling Reform movement in 1857, 
accepting the office of adjudicator, along 
with Sir Isaac Pitman and others, of the 
prizes offered for the best essays on reformed 
spelling. A personal friendship sprang up 
between the Professor and Sir Isaac which 
lasted until the death of the latter in 1897. 
In 1846 Professor Max Muller obtained a 
commission from the Honourable East India 
Company to edit the " Rig- Veda," the oldest 
of the sacred books of the Brahmans. In 
1854 he was appointed Taylorian Professor 
of Modem Languages at Oxford, and in 1858 
he was elected a Fellow of All Souls. Two 
years before he had been appointed Curator 
of the Bodleian Library. In 1868 the Chair 
of Comparative Philology at Corpus was 
specially created for him. His best known 
work, "Chips from a German Workshop," 
has been compared for style with Huxley's, 
TyndalPs, and Darwin's works in their own 
fields of study. Other popular works of his 
were "Lectures on the Science of Language," 
" Origin and Growth of Religion," " Science 
of Thought," " Biographies of Words," and 
"Auld Lang Syne." Besides the " Rig- Veda" 
in six quarto volumes. Professor Max Muller 
edited " The Sacred Books of the East," a 
translation of the most important "sacred 
books," which have already reached to nearly 
fifty volumes. The first fifteen volumes 
consist of the Upanishads, translated by 
Professor Max Muller himself. His name 
also appears on the title-page of Volumes 
32 and 48, " Vedic Hymns." Although he 
was never privileged to visit Indik, he was 
regarded by many learned Brahmans as 
almost one of themselves, and prayers were 
offered up in Hindu temples for his recover)' 



from a former illness. He was once (in 1873) 
invited to deliver an address in Westminster 
Abbey on "The Religions of the World,'* 
and was the first layman, it is believed, who 
had received such an invitation.. But the 
address was never delivered there. 



Fresh Air Education. 

THE best education is that acquired by 
oneself for oneself without the inter- 
vention of teachers or books. Next 
to this perhaps is the experience gained fromt 
teachers who teach of themselves ; then the 
knowledge obtained from books ; and, lastly,, 
the cut-and-dried education of the text-book 
teacher. The first three need no reforms ; 
the last is rapidly improving. One way in 
which this progressive tendency is manifest- 
ing itself is the impetus given to outdoor 
teaching and lessons. Again and again 
instances are found of masters and professors, 
showing their good sense by combining the 
advantages of fresh air and intellectual exer-^ 
cise. The Old College, Windermere, possesses, 
in its Headmaster, Mr. A. H. Raikes, a man 
who is nothing if not enterprising. On the* 
commencement of the Boer War he tumed 
his boys into the great playground, arming 
them with picks and shovels to dig, plough, 
and work— a map of South Africa ! Thus, 
geography, the science of war, and the pure 
Westmoreland air were imbibed together by^ 
the youngsters ; for the positions of the- 
troops were carefully followed, and were 
shown on the map by small coloured flags. 

Again. Another instance of this modem 
and hygienic reaction was presented by the 
Incorporated Society of Shorthand Teachers. 
The Sheffield branch of these students of* 
one of the most time-saving sciences of to- 
day, in holding one of their summer meet- 
ings, elected to use the largest hall at their 
disposal. They chose the spacious hall of 
nature— the free, open air. The lecturer,, 
choosing a convenient elm for an easel^ 
affixed his blackboard, and addressed most 
successfully an audience, which, scattered 
lazily over the green sward, must have: 
greatly enjoyed the afternoon's outing. 
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My Daily Life. ^ ^ ^ 

IL— By "LABOR IPSE VOLUPTAS.'' 



I AM compelled by an unkind fate to 
work for my living, and although per- 
sonally I would prefer to be a clown or a 
musician (my friends consider I should meet 
with success in either of these occupations if 
playing the fool can be included in the last 
mentioned), yet I honour a certain solicitor 
in the City with my services for a small weekly 
remuneration ; and by doing no more work 
than is absolutely necessary, I manage to 
get along very comfortably. 

My office hours are supposed to be from 
9.0 a.m. to 6.30 p.m. It is an hour's journey 
from my home to my place of business, and 
for the first morning or two I started away 
at 8.0 a.m. But the strain was too severe to 
continue for any length of time. For 6ne 
thing, it is a horrible bore to be compelled 
to struggle for a seat on a 'bus or a tram, 
without taking into consideration the loss of 
dignity occasioned thereby ; and it seems to 
me that if a battalion leaves for work at 
about 7.0 in the morning, a whole army corps 
departs an hour later. 

It did not take me long to discover that 
those who were really "something in the 
-city" arrived there at a respectable hour, 
namely, 10 o'clock ; but, if there is one virtue 
I possess, it is punctuality ; and I consider 
that no employee should be more than three- 
quarters of an hour late, unless, indeed, he 
has good cause for his non-attendance— such 
as a dog-fight or a fire. I am, therefore, 
generally to be found at my desk at 9.45 
a.m. ; and after perusing the newspaper for 
about an hour, I open a ledger in front of 
me, in preparation for the arrival of my 
employer. He generally appears at 11 
• o'clock ; and when he has looked through the 
correspondence, he rings his bell twice. I, 
as shorthand clerk, enter his room with my 
notebook and pencil, and commence to take 
down letters from his dictation. The average 
number is fifteen, and I make these last me 
until I o'clock; but even if there are only 
three, I am busily engaged on the second 
one when my principal goes out to lunch. 
" Hustling" may suit the Americans, but it 



undoubtedly shortens their lives, and I am 
by no means tired of mine yet. 

No sooner has the " Boss" descended the 
stairs than a transformation scene takes 
place. The long table is absolutely cleared — 
the documents, papers, and inkstands thereon 
being thrown carelessly aside, and the requi- 
sites for the game of Ping Pong having been 
brought out of one of the cupboards, my 
colleague and I are soon busily engaged. 
Through constant practice in this way we 
have become quite expert at the game, and 
have entertained thoughts of starting a 
Solicitors' Clerks' Ping Pong Association. 

By 3 o'clock everything is back again in 
its original position, and when the Chief 
walks in he finds his two clerks have been 
so industrious that they are quite heated. 

In the afternoon he may give me some 
more letters, or perhaps some Agreements to 
draft, but he likes to be as quiet as possible 
after lunch, and as, according to medical 
authorities, a short sleep after the midday 
meal is beneficial, we in the office endeavour 
to secure it by some means or other. 

The letters are handed to me at 4 o'clock 
to press-copy, and otherwise prepare for the 
post. I soon have them addressed and 
stamped ; and when my employer departs, 
as near 5 o'clock as possible, I am entering 
particulars of them in the postage book as if 
my time were as valuable as that of Pierpont 
Morgan. 

Should my Principal be so lost to all sense 
of justice as to tarry after that hour, we 
evince our displeasure at such proceedings 
by coughing, stamping our feet, and throwing 
letter-books about. This generally has the 
desired effect, and by 5.15 my fellow clerk 
and I (with coats off and boxing-gloves on) 
are busily engaged on round number one. 
I can heartily recommend the noble art to 
other clerks if the offices they w^ork in are of 
fair size ; but there is one drawback. Callers 
nearly always appear at inconvenient times ; 
and we have often been surprised in the 
middle of an exciting tussle by a client enquir- 
ing where our master was to allow such things. 
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We are naturally annoyed at such interrup- 
tions, and are, perhaps, not so polite as we 
might be. Sometimes the fellows below come 
up to inform us that bits of the ceiling are 
falling on to their employer's head, and 
adding that it might, perhaps, be better if we 
fought it out at the National Sporting Club. 
I consider they have no good cause for 
complaint, although, when we get somewhat 
heated, we knock each other's heads on the 
floor — all in the way of a joke, of course. 

At 5.45 we prepare for departure, and 6 
o'clock finds the office closed for the day, I 
having just previously entered in the call- 
book, "Office closed at 6.30." 

The above is a description of an average 
da/s work. On some days we are so busy 
that we can only manage to snatch an hour 
for lunch ; but, fortunately, these occasions 
are so rare as to be hardly worthy of mention. 
If it were not so, we should certainly express 
our strong disapproval. Dinner and Pong 
Pong in one hour ! The very idea is pre- 
posterous. 

The Lost ** Pratt.'* J^ j» 

With reference to the articles on "The 
Typewriter," in the August issue of The 
Shorthand World, Mr. A. E. Morton 
gives the following additional particulars of 
the recovery of Pratt's machine. 

Mr. Morton writes : — " I prepared a sketch 
from the drawing filed with Pratt's first 
specification which was used to illustnite 
an article by me in the pages of the * Phono- 
grapher and Typist.' Some two years after- 
wards I heard accidentally that a machine 
similar to my drawing had been left by an 
old gentleman, residing at Charlton, at a 
Typewriting Company for repairs. This 
gentleman's address being unobtainable, I 
drafted a letter containing a description of 
machine, and sent same to Miss Hartley 
for insertion in a Woolwich paper. Its 
appearance brought forth a response from 
a second-hand dealer, who informed me 
that he had a few weeks before purchased 
the machine at an auction for a few shillings, 
adding, * He thought the typewriter would 
be useful for his kids to learn to spell on.' 
I at once recognised it as the long-lost model, 



and considering it worthy of a better fate 
than being knocked to pieces, I purchased 
the instrument, and had it put in thorough 
repair, exhibiting it for some time at the 
Regent Street Polytechnic, and finally selling 
it to the Lords of Education for preservation 
in the collection at the South Kensington 
Museum." 

— H> ^>a«^ <N — ' 



Breaking off a Corrkspondence.— 
" At first one omits writing for a little while ; 
and then one stays a little while longer to 
consider of excuses ; and at last it grows 
desperate, and one does not write at all. In 
this manner I have served others, and have 
been served myself."— Dean Swift. 

" Now here is a book " — began a seedy- 
looking man quietly to a banker, whose private 
room he had entered unannounced. " Don't 
want any books ! " interrupted the banker, 
snappishly. " But this one you can't help 
being interested in ! " " Haven't time to 

read books ; and " " But I am sure you 

will take this book," persisted the seedy-look- 
ing man. " Look here, sir, do you intend to 

leave this room, or must I " "Don't 

need to call the porter ; I'll go. This is your 
book, though \ " " My book t " " Yes— your 
pocket-book. I found it in the halL" 

How TO Treat Wet Shoes.— Wipe off 
all dirt with a damp cloth, then well rub in a 
little sweet oil or vaseline. Stand in a cool 
place to dry, and then polish with blacking, 
to which a drop or two of paraffin has been 
added. Filling wet boots with dry bran is 
an excellent plan, as the bran absorbs the 
moisture, and leaves the leather soft and 
pliable. 

The Pope does his private writing with 
a gold pen, but his pontifical signature is 
always given with a white-feathered quill, 
which is believed to come from the wing of 
a dove, although persons who have seen it 
say it must have come from a larger fowl. 
The same quill has been in use for more than 
forty years. It serves only for important 
signatures. 

A traveller for a large London firm of 
tailors was sentenced to ten days' detention 
and a fine at Budapest for soliciting business 
orders from private persons. This is strictly 
prohibited by Hungarian law. 
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(Formerly Manqger to 
Sir Isaac Pitman (Sr» .?b«i, Ltd,) 

Address : — Cecil Court, Charing Cross Road, 
London, W.C. 



Communications on matters of general interest to 
our readers are solicited. All Contributions f which, 
must be written on one side of a sheet of paper in 
longhand or typewriting) and sketches submitted 
must have the names and addresses of the senders^ and 
be accompanied by stamps. If the contribution is not 
original the source from which it was taken must be 
.stated. Payment for accepted contributions is made 
when required; but, unless distinctly asked for, 
copies of the magazine will be sent as sufficient 
acknowledgment. The Editor will endeavour to 
send back rejected MSS. , but cannot guarantee theit 
safe return. The Shorthand World isjssued 
aiout the 2jth of each month, and should be obtain- 
able at all newsagents, booksellers, and at the railway 
bookstalls throu^ut the United Kingdom by the ist 
of the following month ; or it will be sent post free 
to any part of the world (carefully packed) for 60. 
a year, payable in advance. 



Grammar and Style* ^m 

All commimicatioxis for this oolunm shonld 
be addresBed in longhand to GramoBtyle, care 
of "The Shorthand World," Cecil Court, 
Charing Cross Bead, W.C, and shoold reach 
this office as early in the month as possible. 

The Colon and Semi-^olon. 
Next in order let us take the semi- colon and the 
colon together, and in this connection I should 
like to quote Dean Alford's remarks, as they seem 
to me to show the difference there is between these 
two stops better than any oiher definition of gram- 
marians. He says: "The semi-colon serves to 
separate clauses between which the sense is not 
immediately carried on, as after a comma, nor 
disjunctively broken off, as after a colon. It is 
useful, after perhaps a series of commas, to indi- 
cate a somewhat greater break in the sense, or at 
all events one differing in kind. A colon, on the 
other hand, marks a considerable break, and is 
useful before a disjunctive participle, or where, for 
the sake of the style, a connecting particle is 
omitted.*' Examples given are : ** He saved 
others ; himself he cannot save." ** A righteous 
man regardeth the life of his beast : but the tender 
mercies of the wicked are cruel." In the last 
instance '* the two propositions are related only 
by their antithetical character : there is no term 
common to the two : if there be, the colon at once 



passes into the semi -colon, or even into the comma. ** 
For example : ** Wisdom is before him that hath 
understanding ;- but the eyes of a fool are in the 
ends of the earth.'* ** There is a way that seemeth 
right unto a man, but the end thereof are the ways 
of death." 

A colon, of course, is used when an example, a 
quotation, or a speech, is formally introduced. 
Some writers also add a dash, e.g.^ "The Prime 
Minister : — No such report has been received." 

Other Stops. 
The other stops are : The period or full stop,, 
the note of interrogation, the note of exclamation^ 
and the dash. The two former need not l>e dis- 
cussed here ; the two latter should be used with 
discretion. The note of exclamation or admira- 
tion should be used as sparingly as possible ; the 
less it is used the more emphatic it becomes. The 
dash is useful to denote an abrupt turn in a sen- 
tence, a sudden transition, or when a significant 
or long pause is required — e,g,., ** He killed everj*- 
body — men, women and children." 

Division of Words. 
The division of words is often necessary, but 
in manuscript it should be avoided as much as 
ix>ssible ; in printing it is more often unavoidable. 
Never to make a mistake in dividing words requires 
some knowledge of derivation, but many of the 
mistakes made are due to carelessness. I have 
seen the word ** nothing" split up into noth-ing, 
and "knowledge" divided thus : knowl-edge. This 
was probably due to the fact that the word is nine 
times out of ten pronounced **knollege," and, in 
dividing words, most people go by the rule that 
as a word is accentuated so it should be diWded. 
True, this is generally the case, but it is not by 
any means an invariable rule, and, personally, 
I am of opinion that even such a word as 
"photography" ought to be divided thus: pkoto^ 
graphyy not photography y as I am told some 
compositors are directed to print it. An old 
rule was : Never let the new line begin with a 
vowel ; but this, I believe, is now pbsolete, thought 
wherever possible, a word should be divided 
between two consonants — t,g,y rab-bit. Another 
rule is that a syllable of one letter should never 
begin the line — e,g,^ crea-tion^ not cre-ation. 

The Participle. 

One of the most fruitful causes of obscurity in 
writing is the abuse of the participle. A long^ 
hypothetical clause between the participial clause 
and the true subject of the sentence is to be avoided 
if clearness of expression be aimed at, e.g. , ** Being 
on the most intimate terms with all the leading 
celebrities of the time (many of whom have since 
died), and holding aloof from the petty quarrels. 
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of parti-politics, which in those days were by no 
means infrequent, he was able fearlessly to express 
his opinions." Here the relation of the participle 
with its subject is so interrupted, that it requires 
quite an effort of mind to carry one*s thoughts 
from one to the other. It is not that the sentence 
is ambiguous ; but, probably few people coming 
across it in the middle of a long paragraph would 
follow its meaning at a glance. It is not clear at 
first sight — and no sentence ought to require a 
second reading to find out what it means. Let me 
repeat once more that I do not advocate writing 
by rule of thumb. Grammarians will tell you 
that the noun, the verb, the adverb, the adjective, 
and so on, each have their own particular place 
in a sentence. So they have, but circumstances 
may vary their position, and where clearness of 
•expression is not interfered with, variation in 
sentences as well as words is desirable and even 
necessary. 

Variation. 
I have previously touched upon the subject of 
synonyms, but may be excused if I refer to it again 
here, for the subject is a large one. Synonyms 
are chiefly usefiil for the variety they give to sound 
and expression in prose, and especially poetr}\ A 
monotonous repetition of the same word is pleasant 
neither to the ear nor to the mind, but, occasionally, 
by repeating the same word emphasis is obtained 
which otherwise would be lost — ^.^., " Each new 
administration would be tempted to appoint a new 
agent-general." Here, if a synonym were substi- 
tuted for the second ««y, there would not be the 
same ** point " made as there is in the sentence as 
it stands. Strictly speaking, a synonym means a 
word having the same signification as another, 
but by usage it has come to mean one which has 
great and essential resemblances of meaning to 
another, yet has a minute or subordinate difference. 
Generally, a synonym can be found where required 
for a word, but in some cases this is not so — e.g. , 
in the first sentence of this paragraph, if some 
other word than subject had been used where it 
occurs for the second time, the meaning which it 
was intended to convey would not have been the 
same. To those who wish to s-tudy the uses of 
synonyms and synonymous expressions, the best 
advice I can give is : read Hebrew jx)etry. Devoid 
of metre, rhyme, or scansion, its chief charac- 
teristic feature is an equilibrium of clauses and 
sentences which lose none of their beauty in trans- 
lation. The essence of Hebrew verse is a manifest 
correspondence, both in sense and rhythmic expres- 
sion, between two sentences — the expression of a 
sentiment harmoniously assorted. For this reason, 
then, to those who desire to excel in word and 
phrase variety, I say study Hebrew poetry. 
(To be continued.) 



Business Pointers. 

Compound interest cannot be charged to a 
customer in the absence of a special agree- 
ment in writing. 

Pick up everything you can that has a 
bearing upon your employer's business. The 
greater your experience the better you will 
do. 

The person on whom a cheque is drawn is . 
called the " drawee." 

Enter all goods sold in the day-book before 
they are despatched. 

A discount of 2 J **/o is equal to one in 
forty ; that is, £,7, los. in a hundred, or 6d. in 
the;£: 

24*/o = J^ ;£2ios.inioo,os. 6d. inthe^f. 

S Vo-=A Is OS. „ is.od. „ 

7iVo=A(apFrox);f7ios. .. is. 6d. „ 
10 «/o = T^ l^^^' " «s.od. .. 

In no case erase an incorrect entry with a 
penknife or other eraser. Either cross it out 
in red ink, or, if the entry is posted, make a 
contra entry. 

An invoice should accompany all goods, or 
be sent by the next post. 

Before posting the day-book, see that all 
extensions and castings are correct. 

Always range units under units, tens under 
tens. 

Good advertising will create a desire for 
what you have to sell. The demand will 
follow. 

When the eyes are tired and weak, if they 
are bathed in slightly saline water they will 
soon become soothed. 

If invoices outwards are copied, the press 
copy-book may, for all practicable purposes, 
be considered the day-book, the folios being 
inserted in the ledger in the usual way. 

A foreign bill " after sight " must be pre- 
sented for acceptance with the least possible 
delay, as the bill only commences to run 
from the date it is sighted. 

Check all invoices inwards before entering 
them in the invoice-book. 

A catalogue ought to be a salesman. It 
ought to tell a complete story in a convincing 
way. The salesman himself ought not to 
need a catalogue. He is there, the sample 
is there, the customer is there. That is as 
much as any good salesman wants. 
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The Typewriter: its story and its Purpose. 

By GEO* CARL MARES and CHRIS* MAUGHAM. 

CHAPTER III.— First Group— Single Shift. The Remington. 

{Continued,) 



SINCE the Remington machine first 
entered on its victorious career in the 
year 1873, its proprietors have been 
unremitting in their endeavours to import 
into its construction whatever devices and 
improvements have seemed to them to be 
possible, in order to render it more worthy 
of the prestige which it has continually 
gained to itself. Apart from small items of 
improvements which have been added to the 
machine from time to time, no fewer than 
eight varieties of "Numbers" of the Reming- 
ton have found their way on the market, 
either in this country or America. 

Our first chapter dealt with the invention 
and development of the No. i Remington. 
The details of the mechanism of the No. 2 
were given in our second chapter. 

Hardly had the No. 2 machine been placed 
on the market in this country when the 
makers were brought face to face with a 
demand for a machine which would carry 
the wide paper known in solicitors^ offices as 
"Brief," and the No. 2 was accordingly 
supplemented with a wider-carriaged instru- 
ment, capable of carrying brief paper. In 
addition to widening the carriage, the follow- 
ing changes were made in the No. 3 : — 

1. The rack is reversed, so that its teeth 
point upwards instead of downwards. 

2. The rack was made to rock, instead of 
the dogs. 

3. The dogs were placed above the rack, 
and travel along with it 

4. In the No. 2, in returning the carriage, 
the rack has to be lifted clear of the dogs. 
In the No. 3 the carriage is pushed along, 
without troubling about dogs or rack. 

5. The carriage is narrower {i,e., from front 
to back) and lighter in proportion. (The 
weight of the carriage was one of the great 
drawbacks of the old No. 2.) 

6. There are four extra keys, yielding 
eight additional signs. There were other 
and slighter improvements ; but, generally 



speaking, the broad principles of the No. 3 
were identical with those of the No. 2. 

The No. 4. — This machine, no longer 
catalogued, was an improvement of the No. i,. 
on the basis of the No. 2. It wrote only 
capital letters. 

The No. 5. — After the No. 2 had been on the 
market some time, a feeling became manifest 
that the line of writing was not long enough. 

In America, where the machine was made> 
the line of writing, about 6J ins., met all re- 
quirements, but in England a slightly wider 
paper was adopted, with the result that a 
longer line of writing became necessary: 
and all this time, too, the proprietors had 
been accumulating improvements which so 
materially affected the form of the machine,, 
that ultimately a new and improved model 
was submitted for approval. The No. ^ 
bears a greater resemblance to the No. 3 
than to the No. 2, and feeds paper 9^ ins. 
wide, with a writing line 7iins. long. It has 
the same keyboard and arrangement of keys 
as the No. 3, 

The No. 6 is an up-to-date improvement 
of the No. 2, but on the general lines of the 
No. 5, and was especially designed to meet 
the requirements of the American supporters 
of the machine. 

At last, after the No. 5 had been on the 
market for some six years, or thereabouts,, 
a revised and improved form appeared 
under the distinctive mark of No. 7. In the 
No. 7 a vast number of changes and im- 
provements are incorporated ; among these 
may be instanced the following : — 

A new arrangement of the type-bars,, 
especially calculated to ensure more perma- 
nent alignment than the earlier makes would 
permit of. 

An entirely new form of escapement, giv- 
ing increased speed and a pleasant and easy 
touch. 

The paper-feed has been so arranged as 
to render it possible to write on wide or narrow 
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paper, and this can be fed into the machine 
by a single movement of the hand without 
lifting the carriage, and can be turned forward 
or backward at will. 

The rubber bands which in the No. 2 
guided the paper round the platen, are in 
the No. 7 discarded for a new form of paper 
guide which can be adjusted to any desired 
point. The carriage is stronger, lighter, and 
steadier in all respects. 

The ribbon movement is improved, and 
works entirely automatically, reversing and 
giving a lateral movement, without any aid 
from the operator. The effect of this is to 
save time, and to lengthen the life of the 
ribbon. 

The margin stops also are improved, and 
means are provided for writing outside the 
margin whenever desired. 

There is also a keyboard lock, locking the 
types at the end of the line, and thus pre- 
venting one letter being printed over another 
—a continual source of trouble and aggrava- 
tion with many machines. 

The No. 8 is the brief form of the No. 7, 
and is constructed in practically the same 
manner. Some variations have, however, 
been introduced in connection with the 
carriage, owing to the greater weight which 
the mechanism is called upon to pull along. 

The Manhattan. 

So popular was the old No. 2 Remington, 
and so large a number of friends did it 
gather round itself in the course of its 
lengthened career, that after its demise it 
was resuscitated under the above title by a 
corporation calling itself the Manhattan 
Typewriter Co., whose works were at 
Newark, New Jersey. According to the 
official announcement, this machine was not 
intended to be radically different to other 
machines, but was constructed on familiar 
and approved lines, strictly high-grade, more 
durable, and at a lower price than was 
charged for other competing standard ma- 
chines. The most complete and elaborate 
plant was laid down, and steps were taken 
to introduce the machine into this country. 
It was capable of writing a line 7 J ins. long, 
and fed paper 9 ins. wide : it had the uni- 
versal keyboard, with 42 keys, governing 84 
characters. It was well and substantially 
made, and capable of doing very good work. 



We shall have occasion to refer to this 
machine again later on. 

The ** English Remington." 

This machine deserves, or rather requires^ 
a mere passing notice. In the early days of 
the career of the Remington in this country, it 
was represented by some agents in the city of 
London. When their agency was determined, 
certain of the earlier patents had expired, 
and they accordingly set to work and brought 
out a very crude form of machine, to which 
they gave the above title. Their commercial 
career was, however, nipped in the bud at a 
very early stage. Copies of this machine 
are still occasionally to be met with, but 
should be very carefully avoided. They may 
be distinguished from the genuine article by 
the extreme roughness of the castings and 
finish, and by the absence of the patent 
marks which are so prominent on all genuine 
machines. They might have done good 
work sometimes, but none which have fallen 
into our hands have been capable of preserve 
ing alignment for any length of time. This 
machine was to be sold, if we remember 
rightly, at about £iS i8s. 

The Fox. 

This machine also bears considerable re- 
semblance to the Remington, and may be 
regarded as an improved form of the No. 2. 
It was placed on the American market some 
time back, but although it is possible that 
stray examples of the machine may be found 
in scattered portions of the British Isles, yet 
so far it has not been placed commercially on 
the English market. Its headquarters are at 
Grand Rapids, Michigan, U.S.A., and the 
Fox Typewriter Co. in their prospectus claim 
to have a machine which will answer the de- 
mands of the most exacting operator, and one 
which will not involve any experimenting at 
the public expense. Its essential features 
are its light running powers, brought about 
largely by the free introduction of ball-bear- 
ings at various frictional points, the carriage 
especially being supported and guided by 
hardened and ground steel balls. The Fox 
takes paper 9iins. wide— the gradually in- 
creasing width of the paper-carrying capacity 
of the typewriter will no doubt be noticed by 
the careful reader— and the keyboard, which 
follows what is called the " universal '* 
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■arrangement (of which we shall have much 
to say at a subsequent stage), governs 78 
characters. Various devices are added to 
the machine to increase the facilities it 
affords to the operator. In particular, it is 
provided with means for underscoring a 
word without returning the carriage, and a 
secondary form of escapement ivhich enables 
the most rapid operator to use the machine 
without feeling that its p>owers are less than 
his own. 

(To be continued.) 

Business Life. ^ %h 

BY A CONFIDENTIAL CLERK. 

Chapter VIII. 
Ooods per Canal. 

The chief advantage offered by canals is 
the saving of freight. Conveyance by water 
is always less expensive than over land, and 
where saving of time occupied in transit is 
of small importance, goods of great bulk or 
weight may be sent per canal much cheaper 
than per rail. The canals of the United 
Kingdom practically connect all the great 
manufacturing centres with the sea ; and 
such towns as Birmingham, Manchester, 
Coventry, Worcester, etc., can be reached 
by canal from the great ports of London and 
Liverpool. But the principal use of canals 
is for the conveyance of goods between the 
^reat towns entirely by water, and it will 
readily be seen that for large consignments 
of natural products— such as coal, iron, stone, 
soils, grain, sugar, com, etc. — the canals are 
the most advantageous. Low through rates 
•can be obtained for coal from the coal-fields 
to London per canal, and cOal sent by such 
route can naturally be sold cheaper in the 
market than that which is conveyed per rail. 
Some firms take advantage of the cheap 
•canal rates to forward packages from the 
London warehouses to such places as Man- 
chester, etc., and quotations can be obtained 
from the agents of these canal companies. 
But this is not an important item of canal 
traffic, the longer period occupied in transit 
being a drawback, and the difference in cost 



of conveyance is more perceptible in bulky 
or weighty consignments. 

Below we give a list of the principal canals 
in the United Kingdom : 

PRINCIPAL CANALS -ENGLAND. 

Company. Mileage. Connecting. 

Grand Junction .. .. 190 Birmingham and London, 

Thames and Trent. 
Birmingham .. .. 159 Grand Trank and Grand 
Junction, 
Thames and Mersey. 
Shropshire Union . . 200J Severn and Birmingham, 

Severn and Thames 
Sufford and Worcester 51 Severn and Grand Trunk, 

Severn and Mersey 
Sharpness New Docks \ z6 
and Gloucester and V Birmingham and Worcester. 

Birmingham . . ..J 17 
Manchester Ship . . 35^ Manchester and Mersey. 
Bridgewater . . . . 42 Manchester and Mersey. 

Coventry 33 Coventry and Birmingham. 

Warwick and Brgham. ^2^ 

Weaver ao Chester and Grand Trunk, 

Chester and Birmingham. 
Trent and Mersey .. Z19 
Leeds and Liverpool . . 143 Mersey and Ouse. 
Aire and Calder . . . . 93 River- .Aire and Calder. 

Rochdale 35 

North Metropolitan or 
Regent's Canal . . 10} 

SCOTLAND. 

Caledonian 60 Fort William and Inverness. 

Forth and Clyde . . — Dumbarton and Grange- 
mouth. 
IRELAND. 

Royal — Dublin and the Shannon. 

Grand 361 Dublin and the Shannon. 



Chapter IX. 
Shipping: Ooods Abroad. 

I. Continent.— In this chapter we shall 
be able simply to give general hints on the 
method of dealing with consignments of 
goods to foreign countries. It is far too 
large a subject to do more than this, for 
when we recollect that we have the largest 
mercantile marine in the world, the vastness 
of the subject makes it apparent that com- 
prehensiveness would mean volumes instead 
of a chapter. 

We shall, therefore, take one article of 
commerce only, as an example, and from 
the manner in which this is treated, the in- 
telligent student will glean an idea of 
shipping in general. 

You wish to send a case of bedsteads to 
Frankfurt-on-Maine, Germany. If your 
customer buys considerable quantities of 
English goods, he will probably instruct 
you by which route he wishes the goods 
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sent. If not, there are many Continental 
carriers who will undertake to deliver, and 
some of them are enumerated in the chapter 
on Continental small parcels traffic. 

For instance, the carriers, Messrs. Brasch 
and Rothenstein, undertake this kind of 
business. You obtain from their office a 
consignment note, which is also a declara- 
tion of contents, value, weights, etc, and 
having filled this up, post or deliver it to 
them. Their carman calls, signs for the 
case, and proceeds to deliver it with nu- 
merous other packages at Blackfriars Goods 
Station, S.E. & CD. Railway. From thence 
the case is carried to Port Victoria Station, 
and shipped from Queenborough Pier to 
Flushing. Arrived at the latter port, it is 
transferred to the railway for Frankfurt, and 
Brasch and Rothenstein's officials in Frank- 
furt deliver it to the consignee. Such 
carriers also undertake to collect the value 
on delivery if instructed. 

Rates. — There are three different rates 
charged for such consignments, viz. : — 

Ordinary train (Petite Vitesse). 

Express (Grande Vitesse). 

Mixed Express (quicker than Ordinary, but 
not so fast as Express service). 

It must be stated on the consignment note 
by which route the case is to be forwarded. 
Naturally, the Express service, being the 
quickest, is the most expensive, and as an 
example of the difference in the cost of the 
different services we give the following 
particulars : — 
A case of goods weighing loo kilos (220 lbs.) 

per Express from London to Frankfurt 
would cost 1 8s. 
„ Mixed Express from London to 

Frankfurt would cost 14s. 
„ Ordinary train from London to Frank- 
furt would cost 6s. 6d. 

The above rates are only applicable to 
goods of the first, second, and third classes, 
as per English railway classification. 

The approximate time from London to 
Frankfurt — 

Per Express, is 3 days ; per Mixed Express, 
4 to 5 days ; per Ordinary train, 8 days ; and 
it will be seen from the above that Express 
rates being so much higher, the " Ordinary 
train" has the preference, except in cases 
where extreme urgency is necessary. 
( To be continued,) 



Practical Business Letters*. 

SECTION III. {Continued,) 

As:ent5 (Buying: and Selling:). 
Commission Mercliants' offer to Buy^ 

We learn from (107) trade papers that you 
arc large buyers of Bark, and therefore beg 
to offer you our services as buying agents. | 
We have spent many years in the trade, and 
believe the facilities in prices, etc., which we- 
could offer you | are better than anything 
other firms could give you. We are continu- 
ally shipping enormous quantities of all kinds. 
of Bark, | for all purposes, to every quarter 
of the globe, and our arrangements are such 
that we can guarantee to save { you at least 
a good percentage on freight alone. We 
would ask you to let us have your inquiries 
when (108) in the market j and in the mean- 
time give you hereunder the terms and con- 
ditions upon which we would purchase and | 
ship your requirements in Bark : — 

I. Discount. We allow you all discounts 
and concessions. 

II. Freights. We give you the | advan- 
tage of low rates, quoted us under 
special arrangements with all steamship 
companies. 

III. Insurance. We can negotiate speciat 
rates | if desired. 

IV. Commission. We would charge you 
the small commission of 3^/0 on the 
bare net value | of invoice only. 

V. Payments. We draw upon you at ten 
days' sight against all shipments. 

The foregoing we firmly (109) believe are 
absolutely the best terms any buying agents 
can offer you, and we trust you will be able 
to I make use of us when you have orders to- 
place. 

Reply by Buyers. 

We have your offer re purchases in | Bark,, 
but at present our arrangements are working 
satisfactorily to us. We have never bought 
through agents, as our own | people in your- 
city have always made our purchases. How- 
ever, when you have any parcels to offer, 
you may communicate | with our London 
house. No. 33, Moorgate Street ; but as your 
commission of 3 ^Iq has to be (110) reckoned 
on the price, we should say that you will not 
be in a position to quote sufficiently low- 
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enough I to secure orders, and the advantage 
you may be able to offer in freight would 
scarcely reduce the price to | the extent of 
3 ^/q. Nevertheless, quote when our people 
^ive you the opportunity (and we will write 
them I to do so), for we are quite ready to do 
the business through you if we can see any 
advantage. | 

Offer to Represent as Agent. 

I understand that you have recently opened 
out in the Fancy China and Glass trade, (111) 
and require a representative in the southern 
•counties. I have been representing manu- 
facturers of English glass for several years, 
and I as I am continually working the whole 
of the South, including all the seaside 
resorts, could do a big business | for you, 
provided your goods are suitable and your 
prices right. I have many good connec- 
tions in the bazaar trade, | and could place 
-quantities of such articles as view china, etc. 

Should you be inclined to entertain this 
offer kindly, | write me the conditions upon 
which you would appoint me your agent I 
■can refer you to Messrs. Falks & Co., (112) 
of Stafford, and Messrs. Sargent & Son, of 
Worcester, both of whom I have represented 
for a number of years. | I am also well 
known to your competitors (Messrs. Lemer 
-& Co., of Wood Street), and most of the 
London \ houses in the trade. Your early 
reply will oblige. 

Reply to Application re As:ency. 

We have before us your letter | of the loth 
inst. offering to represent us as Agent in the 
-southern counties, and as we have been con- 
sidering I the question of putting a traveller 
on this district, or appointing an agent such 
as yourself, your letter is perhaps (113) 
opportune. We learnt from the friends to 
whom you referred us that they found you 
desirable as an agent, and \ that as you have 
already been engaged for some years in the 
china and glass trade, there is every proba- 
bility I that you can do a large business for us. 
We have, therefore, after thinking the 
matter over, decided to entertain | your offer, 
and, provided we can come to terms, to 
accept you as our agent in the South. We 
icnow I there is a splendid business to be 
done ; for the writer has already been over 
he ground several times, and (114) it is 



merely the difficulty of finding time to thor- 
oughly work the district which has prevented 
him making more frequent | journeys. More- 
over, we have for several years done a good 
business in view goods amongst the seaside 
bazaar people, one | of our travellers having 
made at least one visit annually to secure 
these orders. We are therefore convinced 
that if I this district is worked thoroughly, 
our trade in view china can be largely in- 
creased ; whilst many other special lines 
which I we produce can be introduced to our 
present clients and the trade in the South 
generally, as we could always (115) keep you 
supplied with the new patterns as they are 
brought out, and assist you in every other way 
to I open up a first-class connection in our 
goods. In order to go fully into the matter 
it would perhaps | be better if you came up 
to town and discussed the business person- 
ally. Please write making an appointment. 



Further Letter | from Prospective 
Agent. 

I am in receipt of your yesterday's letter, 
and am pleased to hear that you favourably 
entertain | my proposal. 

As desired, I shall be happy to call at your 
office for a personal interview next Thursday, 
at (116) 2.30 p.m., if convenient to you. Should 
any other day be more suitable, please write 
me, and I | will arrange accordingly. 
( To be continued.) 

^^^^^^^^^^^ 

Answers to G>rrespondeiits« 

F. H.— Declined with thanks. 

D. Mack AY.— Not suited to our columns. 

Enquirer (Cheltenham.).—!. Certainly not. a. 
We may find room later on. 

Student.— We can give you a list of teachers in 
your town on receipt of your full address. 

Subscriber (Preston). — In an early number. 

S. Martin. — There are many good ones, but no 
' ' best. " Each possesses some merit peculiarly it^ own. 

Learner. — There is no royal road ; the goal is 
only reached by practice and perseverance. 

C. H. R. — Many thanks ; it is a pleasure to receive 
letters like yours. 

Enthusiast.— It is somewhat surprising that there 
is no S.W.A. in your town, and we think you would 
have no difficulty in forming one. Let us know how 
you succeed. 

Frank.— Excellent ; but we have received many 
such, and our space is fully taken up. 
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A Good Fountain Pen 

is a Fountain Pen. 



A Pen coupled with an Ink supply which 
will keep the writer going in ease and com- 
fort. It should flow wellf with no uncertain 
stops ; it should not spurt or sputter ; it should 
not soil the writer's hands j it should not need 
shaking every time it is used. 



All a Fountain Pen Can Be, 

WATERMAN'S IDEAL FOUNTAIN PEN IS. 



I It writes welJ, works easily^ is dean in 
action* The spoon feed* only fitted to this 
Pen, maintains a uniform flow ot ink to the 
last drop* It is made to write^ and does so, 
with a steady flow. It never needs per- 
stiadinf; it is a delight to literary, clerical, 
or prolessionai workers everywhere* 



Ov^r 2,000,000 Woras li?Uh One Pen. 
Mr. FRANKFORT MOORE, the tminent novelistp 
writes:^ 
' U may interest you lo kno\^' thai this letter isi wriUeit wivh 
, ,^ WATERMAN S ' IDE.^L FOUXIAIN VKS, which 1 

ri «n«.^ S^'bt ov« ".^w^Mmf^^^^^^ a«Hi.is.se..,o^.<.-da,.. U .^ .h. da, 1 bough, . : 



10 6 15 -t 17 6, 21/-, and upwards according to style. 
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Cororudion Edttion. Bound in handsome 
Crimson and Gold-%kined Co'bcrs* 

GUILBERT PITMAN'S 

"CROWN** 

REPORTING NOTE.BCX>IC 

j8o pages, 9 ins. by 5} ins., blue lines, elastic bound in stout 
balf-cloth covers, and made up of the best super calendered 
cream>wove paper of exceptional finish. Is. 6d. post free. 

OUILBERT PITMAN'S 

SHORTHAND PENCILS, 

1(L and 2d. 
1/- per doz. ; sample of six, 7d« ; three, 4d« 

AND 

2/- per doz. ; sample of six, 1/- ; three, 7d« 

Both of the pencils are made from the finest compressed 
lead b^ one of the leading makers in the world. The 



uniformity of degree in both erades, we' venture to think 
they will be found unapproacned for Shorthand Writers, 
Book-keepers, and for any ordinary purpose to which a 
lead pencil b put. In purchasing these pencils throueh a 
sutioner. please observe that each is stamped ** Oulloert 
Pitman** Shorthand Pencil *' in silver. 

GUnJSERT PITMAN, 

CECIL COURT, CHARING CROSS ROAD, LONDON, W.C, 

TO AUTHORS. 

Mr. GUILBERT PITMAN will be happy to 
undertake, on reasonable terms, the Printing and 
Publishing of Works on General Subjects. 
Address : Cecil Court, Charing Cross Road, W.C. 

Order form for cbe 
^^ Young engineer'^ or 
'^Sbortband Olorld/' 

To be handed to any Neweagent or Bookstall, 
or posted direct 

To GUILBERT PITMAN, Cecil Court, 

Ouurifig Cross Road, Londoot W.C 

Please supply me with 

for months^ for which 

I hand you the sum of 

Name 



Address. 



PrlM id. MMh, Monthly, pott firtt Sd.; Yearly 
InbMriptlon, post fine, eartftally packed, Q/- to 
any part of the vorld. 
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NOW READY. 



The Young Engineer 
In Bound Fornio 



Twelve months' numbers of "Y-E.,** 
464 pages of reading matter and illustra- 
tions, make an exceptionally handsome and 
useful gift-book, and a valuable and attrac- 
tive work for the library shelves. 

The Young Engineer is a veritable 
storehouse of useful information and prau:- 
tical Articles on 

Electricity^ Carpentry^ and Mechanicy 

and there is absolutely no other work to 
compare with it. 

The price of the bound volume Ls 
Five Shillin£:5, net. 

Contents and further particulars will be sent on 
applicaiion. 



GUILBERT PITMAN. 
Cecil Court, Charlns CroM Road, London. W.C» 

EIGHTH THOUSAND. 

I Systematic Memory ; \ 

or. How to Make a Bad Memory Qood, 
and a Qood Memory Better. 

By T. MACIAREN. 

Enlarged and Imvkovhd Edition. 
Complaints are continually heard about bad memories. 
Some nave the misfortuiie of having been bom with 
"shocking bad" memoiies; while others have, in thdr 
early years, been gifted with wonderfully good memories^ 
but, by some mysterious process, have gradually lost the 
power of retaining even the most recent facts. Some 
have the rare faculty of at once, and without the s 



diflBculty, committin|; to memory everything the]^ ], 
but, unfortunately, m a very few days all is entirely for- 
{gotten : others, on the contrary, have very great difl^culty 
in fixing anything in their mindi ; but when ooce a dting 
is fixed, it is fixed for ever. The truth is, that most persons 
do not know how to employ their memories. The faculty 
may be tolerably good, but the power of applicatioa is 
too firequently wanting. The system set forth in thb 
remarkable work is intended to make bad memories good, 
and good memories better. 

Parents will do well to encourage 
their children to learn this sciencet 
which is indisputably one of the highest 
practical value. 

Students about to go up for examina- 
tion will find the system of peculiar 
assistance to them. 

Pricb 1/- Cloth. 
CttlLBERT nTMAN. Ceoil Couit. Ci^llNQ ClOtt Rd., W.C. 
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